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MANAGEMENT  SERVI CES

CHAPTER b
SUPPLY MANAGEMENT - CENTRAL OPERATI ON

5-6.4 SERVICE UNI T OPERATI NG PROCEDURES
5-6. 4A CGENERAL

(1) This Section incorporates and inplements statutes and regul ations
of the Federal Property Managenent Regul ations, the General
Accounting Office, HHS Personal Property Managenent Regul ations
PHS, HSA, and the Indian Health Service. This part is to be used
by Service Unit Directors, Admnistrative Officers, all other
Service Unit/Station management |evels, Supply Oficers,

Custodial Oficers, and other personnel involved in the
managenent of supplies.

5-6.4B PURPOSE

(1) The purpose of this Section is to Rrescribe standard procedures
for all Service Units/Stations within the Indian Health Service
that operate under a Central Supply Service Center

5-6.4C RESPONSI BI LI TI ES
(1) SERVICE UNIT DIREC ICR OR THE OFFICIAL IN CHARGE OF THE FACILITY

a.  The Service Unit Director or the official in charge of the
fa0|||tg has primary responsibility for providing direction
and |eadership in the supply accounting and managenment

pro?ranland to assure that the procedures and requirenments

of this manual are efficiently and effectively carried out.

b. Desi?nate inwiting the person(s) authorized to receipt for
supplies for the facility (Designated Rece|V|n? Agent);
personnel authorized to receipt for supplies at the point of
use; and gersonnel authorized to sign request for issues
fromthe Supply Service Center

(2) ADMN STRATIVE CFFI CGER

a. The Admnistrative Oficer has primry responsibilitY for
the suple accounting and management program and shal |
ensure, t rough gui dance, supervision, and direction, that
suPpLy activities are carried out in an effective and
effici'ent manner. The incumbent shall periodically review
the supply managenent activities to assure that necessary
supply requirenments are being net, within the budgetary

limtations, and that procedural guidelines are being
fol | owed.

(3) SECTION CH EFS AND SUPERVI SCRS

a. Facility Section Chiefs and Supervisors shall provide all
technical, admnistrative, and professional advice and
assistance as may be required in acconplishing an effective
and efficient supply program

['ndran Heal th Manual -30-8 TN 80.4



MANAGEMENT  SERVI CES
CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL. QPERATIONS

5-6.4C continued
(41 CUSTODI AL OFFI CER/ SUPPLY CFFI CER

a. The Custodial Oficer/Supply Oficer, acting under the
admnistrative direction of his/her organizationa
supervisor and under the technical direction. of the Area
Property Management Officer to whom he is principally
accountabl e, shall be responsible for the effective and
efficient managenent of property throu?hout hi's custodial
area. The custodial officer/supply officer, within his
custodial area of responsibility, 'shall:

(1) Consult with and inform his/her immediate supervisor of
such adninistrative actions, directives or instruction
as may be necessary to serve the needs of property
managenent within the custodial area

(2) De responsible to the Property Management Officer for
al | accountable property in his/her custodial area.

(3) Conduct annual physical inventory as schedul ed and make
certified reports thereon.

(4) Keep the Property Mnagement officer inforned of all
changes affecting his custodianship of proBerty,

including overages or shortages disclosed by inventory
or otherw se.

(51 Prepare and process the required docunents covering the
acquisition, transfer, and disposal of property, as
directed by the Property Minagement Oficer.

(6) Obtain witten receipts for custody property or
sensitive itens.

(7) Establish and nmaintain prescribed records.

031 De responsible for the utilization, care, and
mai nt enance of property issued or consigned to the
custodial area.

(9) Report to the Property Mnagement Cfficer about any
property in his custodial area which has been
determned by operating personnel to be unrequired.

(10) Insures that all persons in the custodial area are
properly instructed as to their responsibilities for
the use and care of public property.

(11) Remain accountable for’ all accountable proPerty in his
custodial area until relieved by the formal transfer of
such property or until relieved by other official act.

Indiran kHealth Manual (Y- 3U-0b) 1IN ©b. 4



MANAGEMENT  SERVI CES

CHAPTER ©

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.46 continued

(12) Consult with ordering activities to establish issue

schedul es.

(13) Inspect cupboard stock |ocations on a quarterly basis

for  excessive accumulations of supplies.

(14) Col | aborate with the usin? activities and the

(15)

purchasing unit on all matters necessary to assure
pronpt and adequate service to the user, to prevent out
of stock situations, and to reduce to a mnimum
accunul ations of unneeded itens.

Consult with the usin% activities to determne the
itens of supply and the quantities thereof necessary to
mai ntain adequate supplies at cupboard stock |ocations.

(5) 1NDIVIDUALS FOR PUBLI C PROPERTY

a.  Any enployee of the Departnent who has use of, supervises
the use of, or exercises control over Governnent pererty,

IS responsible for such ﬁroperty_ This responsibili
take either or both of the

(1)

y may
ol | owi ng forms:

Supervisory responsibility. This requires the
establ i shment and continuous enforcement of necessary
adnministrative neasures to assure proper preservation
and utilization of all Government property under _
jurisdiction of an officer-in-charge, an admnistrative
official, or a supervisor. This responsibility does
not denote, however, that personnel In such positions
will be held Pecunlarlly |1able for Ioss, damage, or
destruction o propertK under their supervisory
jurisdiction, unless there is evidence of neglect or

m sconduct indicating dereliction of duty on their part.

Personal responsibility. Responsibility for the care
and protection of Government propert% I's an obligation
inherent in_every p05|t|on_occuP[ed y a CGovernnent

enpl oyee.  Every enployee is obligated to pro?erly care
for, "handle, and use Government property, whether such
property has been issued to or speC|fpca||Y assi gned
for his personal use, or is used by himon y
occasional ly.  The use of Government properfy at or
away fromthe office or station requires the same
exercise of }udﬂnent and prudence for care and
protection of the property as a reasonable person would
apply to his personal belong|n?s. Leaving expensive
equi pment such as caneras, Eor abl e tape recorders,
etc., in full viewin a locked car in a location during
periods when breaking and entering could bhe

I'ndran mealth Manual
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MANAGENMENT _SERVI CES

CHAPTER b
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.4C continued

acconpl i shed unobserved is not_exercisin? prudence.
Such action, when associated with other factors, could
constitute negligence.

Failure on the part of an ,enployee to exercise
responsibility tor the care and protection of Government
propert% could result |n_pecun|aty liability. An enﬁloyee
may be held pecuniarily liable and be required to make
restitution to the Government when such a determination has
been under the Board of Survey procedure, or upon a review
of the case by the prescribed authority of his designee when
the determnation has been appeal ed by the enployee. The
enpl oyee may be excused fromliability by the sane authority.

The extract from Section 641 of Title 18, United States
Code, quoted bel ow, available on Form HEW542, Care and
Protection of Governnment Property, will be posted on
bul l'etin boards and other conspicuous places, for
information and gui dance of all concerned:

\Whoever receives, conceals, or retains the same with intent
to convert to his use or gain, knowing it to have been
enbezzl ed, stolen, purloined, or converted--

“Shal | be fined not more than $10,000 or inprisoned not nore
than ten years, or both; but if the value of such property
does not exceed the sumof $100, he shall be fined not nore
than $1,000 or inprisoned not more than one year, or both.

"the word “value” neans face, par, or market value, or cost
price, either wholesale or retail whichever is greater.”

5-6.4D DESI GNATION OF RECEIVING COFFICIALS

(1) The officer in charge of the installation or office shall

desi

gnate, by memorandum individuals who will be responsible for

the receipt of supplies both inconmng and at point of use. This
desi gnation cannot be redelegated. A copy of the nmemorandum

desi

Supp

d.

nating receiving agents should be provided to the Area
y Management Officer, Finance Officer and Custodial officer

| NCOM NG SUPPLI ES

Al'l supplies will be receipted for only by the designated
receiving official. If in case of an energency an

unaut horized person acconplishes receipt for a shipment the
designated receiving official wll verify the accuracy of
the delivery and countersyqn the receipt. Documentation
will not be accepted nor wll ﬁaynEnt_be made without the
signature of the designee on the receinpt.

Indran realth Manual IN ¢b.4



MANAGEMENT SERVICES

CHNhPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5-6.4D continued
b. POINT OF USE

Supplies issued from stores stock and supplies delivered
directly to the user will be receipted for only by the
designated receiving official. Direct issue receiving
reports and storeroom issue documents contained in the
voucher accountable file must be signed by the designee.

5-6.4E SAFE-GUARDS

(1) The Service Unit Property and Supply Officer and other personnel
responsible for property must continually be on guard against
possible conflict of interest within the supply operation and
that supplies are used only for official purposes. The
accounting rule of checks and balances must always be applied to
the supply operation. Some areas that may and/or will present
possible conftlicts or possible misuse are:

a. The Designated Receiving Agent is also the Purchasing Agent.

b. Vendor invoices being received and processed by the
Designated Receiving Agent or Purchasing Agent. Invoices
are to be submitted by the vendor direct to the Finance
Office that processes the invoice for payment.

c. Issue of inappropriate items to requisitioners, i.e., issue
of coffee to someone other than dietary; issue of kleenex or
coffee cups to administrative offices. Is the item required
for official purposes?

d.  Excessive usage of an item(s) by a requisitioning activity.
Does the work load justify the usage?

e.  The Office of Inspector General, DHHS, has recommended the
following division of responsibilities at field locations so
that the responsibilities for:

(1) Purchasing supplies and preparing receiving reports be
delegated to different employees;

(2) Receiving vendor’s billings and matching receiving

reports be done by employees performing financial
functions;

f.  In general, division of responsibilities must be made to
eliminate an atmosphere conducive to fraud by collusion with
vendors and to theft of supplies (including drugs).

Indian Health Manual (9-30-861 TN 86.4



MANAGEMENT SERVICES
CHAPTER ©
SUPPLY MANAGEMENI' - CENTRAL OPERATIONS

5-6.4F DATED ITEM
(1) Expiration Date

a.  When an item is marked with an Expiration Date, which gives
only the month and year, does the item expire on the first
day or the last day of the month? The official position of
the USP and NF is that “‘when an expiration date is stated,
in terms of the month and year, it is a representation that
the ihntended expiration date is the last day of the stated
month”.

b.  When an expiration date of an item has passed, the item
shall not be used unless the item is assayed to establish
potency and is recertified for use. Note: On occasion a
product may have an expiration date on the outer pack but
the inner pack is made up of numerous items, only one of
which is actually expired. Only that item which is expired
in fact should be excluded from use.

c. Stock of an item that has passed the expiration date is to
be separated from usable stock.

(21 Report No. 24 - Supply Expiration Report

a. Report No. 24, Supply Expiration Report, is used as a
control record for dated stores stock items. Report No. 24
lists those stock items on a monthly basis that contain an
expiration date within the next four (4) months from report
processing date.

b. A copy of this report is provided to each service unit on a
monthly basis by the Area Supply Service Center. This
report iIs to be reviewed in detail each month. If there are
guantities on hand that cannot be used up by your facility
prior to expiration date, advise the SuEpIy Service Center
(SSC), Inventory Management Unit of the items, quantities,
and expiration dates. The SSC, Inventory Management Unit,
will check for possible utilization by "other facilities.

C. Items are listed on Report No. 24, Supply Expiration Report,
one time only. Therefore, this report must be checked each
month against the physical stock on hand.

5-6.4G DISPOSAL OF OUTDATED SUPPLIES

(1) SuppII)(/ items that are outdated are to be removed from cupboard
stock and returned to the Service Unit Property and Supply

Officer for final_ disposition. Except for Controlled Substances
which are to remain in the Pharmacy Safe,

Indian Health Manual TN 86.4



MANAGEMENT  SERVI CES

CHAPTER O
SUPPLY MANAGENMENT - CENTRAL OPERATI ONS

5-6. 4G conti nued

(2) To ensure maximumreturn on Qutdated Supplies it is in the best
interest of the area to have outdated items returned to the
Supply Service Center for final disposition. Due to their volune
of purchases froma vendor, they are in a better bargaining
position on returns than individual facilities.

(3) Return.to the Supply Service Center

a. Control | ed Substances

(1) Pr%?are Qut dat ed SUPP|Y Di sposition Record, Exhibit
6-6.1011(56), original ‘plus four (4) copies, for each
vendo'r .~ Conplete top of Record and itens |-10.

(2) Forward the items to the Supply Service Center via

Registered Mail. Include the original plus three (3%
copres of the Qutdated Supply Disposition Record wt
the shipnent.

(3) Keep one (1) copy of the Disposition Record in a
pendirig file.

(4) L@on receipt of' a signed copy back fromthe Supply
ervice Center, file the pending copy in the “Qutdated
Returns to SSC FY " file and forward the signed copy
to Pharmacy for their records.

b.  Non-Controlled Substances
(1) Prepare Qutdated Supply Disposition Record, Exhibit

5-6.101A(56), original plus four (4) copies for each
vendor. Conplete top of Record and itens |-10.

(2) Forward the items to the Supply Service Center via
mail, service unit driver, pickup by SSC personnel
etc. Include the original plus three (3% copies of the
Qut dated Supply Disposition Record with the shipment.

(3) Keep one (1) copy of the Disposition Record in a
pending file.

(4) Lgon.receipt of a signed copy back from the SupFIy
ervice Center, destroy the pending copy and file the
?yPned copy in the “Qitdated Returns to SSC FY

i [e. —

C.  Chenotherapy/ Cytotoxic Drugs

(1) Due to the nature of these items they are not to be
returned to the Supply Service Center forposition.

Indian Health Manual 9-30-8 TN 6.4



MANAGEMENT  SERVI CES
CHAPTER 0
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.4G continued

On these itens determne whether or not the itemis
returnable to the vendor for credit/exchange

(a) Returnable Item- List items on H-IS Form 22, ship
TTens per _rnstructions fromvendor, file a copy of
the HS-22 in the “Returns to Vendors” file.

(b) Non-Return Item- Prepare HHS-365 Inventory
adjustment document, original plus two (2) Copies,
to request approval for disposal. Refer to
Exhibit 5-6.10A(63) for a sanple docunent.

(1) Forward the original plus 1 copy of the
HHS- 365 to the Area Supply Mnagenent Officer
for obtaining signature in Block 7. Retain
one copy wth the itens.

(2) Upon receipt of the approved HHS-365, obtain
W t nesses, dispose of the |tenllyou and the
W tnesses sign the document. File the
gpquEn[,|n the ‘Disposal by Destruction
ile”.

NOTE:  Chenot herapy/ cytotoxi ¢ drugs must be
used of in accordance with applicable
regul ations as they are regarded as toxic
(hazardous) wastes.

d. Infant Formula and |.V. Sol utions

(1) Do not return outdated fornula/solutions to the SuppIK
Service Center as these itens are not returnable to the
vendor for exchange/credit.

(2) Prepare HHS-365, Inventory Adjustnent Docunent,
original plus two (2 cogles, to request approval for

disposal.. Refer to Exhibit 5-6.10A(63) for a sanple
docunent

(3) Forward the original plus one (1) copy of the HHS-365
to the Area SuPpIy ana?enent ficer for obtaining
approval signature in Block 7. Retain one (1) copy
wth the itens.

(4) Upon receiPt.of the approved HHS-365 back from area
office, obtain wtnesses, dispose of the item You and
the wtnesses S|%§ the docunent. File the conpleted
docunent in the “Disposal by Destruction File".

Indian Heal th™ Manual (9-30-80) TN ©6. 4



MANAGEMENT _SERVI CES
CHAPTERb

SUPPLY MANAGEMEN ' - CENTRAL CPERATI ONS

5-6.4G continued

NOTE . Itens shall be destroyed in such a manner as to
ensure total destruction of the items to preclude the
utilization of. any portion thereof. The destruction
shal| be in accordance with Federal, State, and Iocal
air and water pollution control standards.

5-6.4H DI SPOSAL COF DETERI ORATED/ DAMAGED SUPPLIES

(1) Supply itens which are deteriorated/ damaged or otherw se unusable
are to be removed from cupboard stock and returned to the Service
Unit Property and Supply Oficer for final disposal.

(2) Control Substances which are deteriorated/ damaged/ unusable are to
be sent to the Special Agent in Charge, DEA District Office, that
serves your location. Refer to procedures outlined in 5-6.34.

(3) Items are to be listed on HHS-365, Inventory Adjustment Docunent,
original plus two (2) copies. The Property and S\Lljvﬁply_dflcer IS
to include a conplete statement in Block 6 as to wnhat is wong
with the item and planned method of disposal. Refer to Exhibit
5-6.10A(41) for g sanple docunent.

(4) Forward the original plus one copy of the HHS-365 to the Area
Supply Management Officer for obtaining approval signature in
Block™ 7. Retain one copy with the itens.

(51 UBon. receipt of the approved HWS-365 back fromthe area office,
obtain wtnesses, dispose of the items, you and the witnesses
sign the docunent. File the conpleted docunent in the “Disposal
by Destruction File".

a.  Items approved for disposal by destruction shall be de-
stroyed In such a manner as to ensure total destruction of
the itemto preclude the utilization of anK Eortlon t her eof .
The destruction shall be in accordance with Federal, State,
and local air and water pollution control standards.

b.  Chenot herapy/ c%t otoxic drugs nust be disposed of in
accordance with applicable regulations as they are regarded
as toxic (hazardous) wastes.

5-6. 41 OVERSTOCKED/ UNREQUI RED SUPPLI ES
(1) Overstocked

a.  ltemin cupboard stock that are acquired fromthe SuppI%/
*Service Center that have quantities on hand in excess of 2
times the user level are overstocked. Overstocked
quantities (quantity in excess of 2 tines the user |evel)
are to be removed from cupboard stock and returned to the
Service Unit Property and Supply Oficer for disposition.

I'ndian Heal th Manual (9-30-80) 1IN 6. 4
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CHAFTER O
SUPPLY MANAGEMEN' - CENTRAL CPERATIONS

5-6.41 continued

b. Items in cupboard stock that are, acquired as direct issue
that have quantities on hand in excess of 12 nonths supply
are overstocked. Overstocked quantities (quantity inexcess
of 12 months supPI y) are to be removed from cupboard stock
and returned to the Service Unit Property and Supply Officer
for disposition. Note: If the itemis used on a nmonthly
basis,- consideration should be given to requesting that ‘the
item be stocked by the Supply Service Center.

(2) Unrequired- Supply items in cupboard stock that are no |onger
y the user are to be returned to the Service Unit
Property and Supply Officer for disposition.

(3) Disposition of Overstocked/ Unrequired Supplies

a.  Any itemthat is not a full unit of issue quantity and/or &
not in condition reissue is to be disposed of as
outlined in 5-6.4H

b. Itens Acquired. from Area Supply Service Center

(1) Controlled Substances - List the itens on Form HHS-22,
original and fTwo (2) copies. Refer to Exhibit _
5-6.10A(11) for a sanple document. Send the itens via
Regi stered Mail to the Supply Service Center. Include
the original plus one copy of Form HHS-22 with
shipment. A signed copy of the HHS-22 will be returned
for your records.

(2) Infant Formula/l.V. Solutions - Contact the Supply
Service Center, Tnventory Management Unit, for
di sposition instructions on any overstocked or
unrequired infant formula or I.V. Solutions. Do not
send these items back to the Supply Service Center
unless instructed to do so.

(3 ahe Supplies - List the Itens on Form HHS-22, original and 2 copies

refer to 5-6.10A(11) for a sanple docunent. Send the items via
parcel post, service unit driver, supply service center
driver, etc. to the Supplié Service Cenfer. Include the
original plus one copy of FormH-1S22 with shipment. A
S|gne((jj copy of the MI1S22 wll be returned for your
records.

(4) No Paper Wrk - No Acceptance - Items sent to the
SuPpIy Service Center wihout a conpleted HHS-22 will
not be accepted but returned to the shipping facility.

Indran Health Manual (9-30-3b) 1IN 86.4
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CHAPTER ©
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

5-6.41 continued

(5) Credit for Returns - To ensure proper credit to your
accounts for overstocked/ unrequired itens returned
the Supply Service Center, the conplete accounting data |,
must be included on the HHS 22.

C. tens Acquired as Direct |ssue

(11 Prepare a listing of the iten{s) that are over-
stocked/unrequired to your needs which were acquired as
direct issue.

(2) The list is toinclude a conplete description of the
item name of manufacturer/vendor, product nunber,
expiration date, unit of issue, quantity, and unit cost
of the itemif known.

(3) Grculate the unrequired/ overstocked Iist wthin your
service unit for possible utilization.

(4) Report the remaining items to the Inventory Managenent
Unit, Supply Service Center.

(5 Inventory Management Unit, SSC_ will circulate the I[ist
within the area for fifteen (15) days and forward the
list of any remaining items to other arealprogram
offices for" a thirty (30) day circulation period.

(6) Inventory Mnagenent Unit, SSC, will advise the service
unit as to what action to take on any itens not
utilized within Indian Health Service.

(7) Itens transferred to other IHS facilities are to be
listed on HHS-22. Refer to Exhibit 5-6.10A(2) for a
sanple transfer docunent.

5-6.4J ORDER NG REQUESTING STORES STOCK SUPPLIES PROM AREA SUPPLY SERVI CE
CENITER

(1) Ceneral
a.  The Area Su?]ply Service Center maintains in stores stock

inventory the rmg' ority of the recurring use itens that are
used throughout the area.

b.  Supply itenms available fromthe supgly Service Center, which
gou have a requirement for, are to be ordered fromthe
upply Service Center and not purchased direct issue.

C. In addition to the procedures outlined in this sub-section,

the Supply Service Center, Supply Catalog will contain
additional” detail procedures.
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CHAPTER b
SUPPLY NMANAGEMENT - CENTRAL CPERATI ONS

5-6.4Jconti nued
c.2) _Oder/Delivery Schedule

a. A nonthly order/delivery schedule will be established for

each ordering activity. The Supply Service Center will set
up and publish the order/delivery 'schedule in cooperation
wWth ordering activities.

b.  The Service Unit Property and Supply Oficer is responsible
to ensure that issue requests are properly conpleted and
submtted to the Supply Service Center as schedul ed.

c. The order/delivery schedule allows for a maxinum 30- day
supply at the user cupboard stock. Therefore, orders not
placed on schedul e and/or delivered on schedule wll cause
stock,outages at the point of use

(3) Stock Issue Request .

a. | ssue Book

(1) The Preprinted Issue Books will be conputer generated
for each ordering activity based on their assigned user
code in Febuary and August of each year. The Issue
.book printed in August 1s for use in Cctober-Mrch
The issue book printed in February is for use in

ril-Septenber. Refer to Report No. 26, Section

5-6.6, of this Chapter, for a sanple of the Preprinted
| ssue Book

(2) The Preprinted Issue Book contains those items that
have been issued to the user within the previous 12
months from processing date or that contain a

redetermned user level. Drug itenms coded wth
harmacy Code “R" or ‘W and items with EQQ Type Code
“Y' are not to be |isted in the Preprinted |ssue Book

but ordered fromthe Supply Service Center on form
HRS-413, |ssue Request.

(3) Issue books are to be maintained in a binder or folder

with fasteners with the followng information on the
front cover.

(a) The issue book identification or control nunmber
assigned. Exanple - Book #1

(b) Name of the ordering activity.
(C) Service Unit title, location, and address

(d) CAN, User Code, Sub-Sub-Activity Code, and
Sub-Station Code, if appropriate.
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(e) A statenment typed in capitalized letters: |F

FOUND PLEASE RETURN | MVEDI ATELY TQO (Type the

name and address of the Service Unit).

(4) Use of Issue Book

(a)

(c)

Prior to the established order date, the ordering
activity or supply personnel, if supply staffing
permts, shall inventory the cupboard Sstock of the
Items contained in their “Issue Book” and enter
the quantity on hand figure on the line to the
right of the “Q OH (on hand) for the applicable
month. The itemorder quantity is the difference
between the “Q OH' quantity and the “User Level”
quantity, or the “PYIQ (prior year issue quantity
for the month listed) or the actual quantity
required. The *Q OH" quantity and the “Oder
Quantity” are to be entered wth a ballpoint pen
containing black Ink. Any I{ems of Stores stock

required bul not Trsted i'n the issue book or itens
reQU|red off schedule are to be requested on Form
m 413, |ssue Request. The issue book is to be

used only for the once main nonthly issue.

| ssue books are to be hand carried to the Property
and SupPIy Section by the ordering activities (or
mailed rromsatellite locations by certified mail)
to avoid possible loss of the hook, or delays in
processing the request for stock issue.

The “Issue Book” is to he reviewed by the Property
and SuEpIY Section for conpleteness. = The issue
book should not he processed when the quantity on
hand is not conpleted as this is the key to arrive
at a realistic order quantity. Unusual " order
quantities are to be clarified with the
requisitioner prior to the itenms being ordered.

The individual authorized to order supplies for

Ehekusing activity is to sign (Requested by) Issue
00k.

To ensure that all issue books are accounted for

| ssue books forwarded to the Supply Service Center

via certified mail shall be acconpanied by a

covering meno grefer.to Exhi bit 5-6. 10A(24)).

E?on recei pt of the issue books back fromthe Area
fice, the issue books are to be checked of f

agai nst the station copy of the neno.

[ndran Real th Manual
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(b) HRS 413, Issue Regures for Stores Stock Supplies

(1) Stores stock items required by using activities between
regul arly schedul ed issue periods or for itens not
listed in their issue book shall be requested on Form
HRS- 413, Issue Request.

(2) The requesting activity is to prepare an original and
tmn,(Z?.cop|es of HRS-413. Retain one (1) copy for
their file and forward the ‘original, plus one copr, of
gh%.HRS-413 to the Service Unit Property and Supply

ection

Note: Do not prepare an HRS-413 for itens alreadr in
a Order” status. These items will automatically be
E£|Pped to you upon receipt by the Supply Service

nter.

(3) The Service Unit Property and Supply Section is to:

(a) Assign the next available request nunber to the
HRS-413. The Request Nunber will consist of the
fiscal year and a serial nunber. The serial
number will conmence with one (1) at the beginning
of each fiscal year.

(b) Review each HRS-413, Issue Request, to ensure

(1) That the information contained on the HRS 413
Is conplete, correct and |egible.

(2) The quantities being ordered appears proper.
Sﬁe0|al attention should be made to ensure
that the I'ndex Nunber is correct and that the
Unit of Issue listed on the HRS-413 is in
aPreenent with the Supply Service Center unit
of issue.

(3) That the HRS-413 contains a designation as to
how the supplies are to be sent or picked
up. éeng., mail, Service Unit driver to pick
ﬂp, 1eI|very with regular nmonthly order
etc. 1

(c) Forward the original copy of the HRS-413 to the
Sugplg Service Center. Refer to Exhibit
5-6. 10A(24).  Keep a copy of the HRS-413 in your
pending order file.
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C. Enerqency/Urqent Orders

(1) Al energency/urgent requests are to be initiated b%
the Service Unit Property and Supp[¥ Section. In the
event_supFIy Bersonnel are not available, requests may
be initiated by the Admnistrative Officer, Service

Unit Director or their representative

(2) Emergency/Urgent requests wll be accepted via
teIthone or TWK by the Inventory Mnagement Unit,
Supply Service Center.

(3) Information required on telephone/ TWK orders is the
sanme as required on HRS-413, Issue Reguest. Therefore,
prepare an original copy of the HRS-413 prior to call
in of the emergency/urgent order. Use the HRS-413 as
your pending order copy.

(4) Be fully prepared to explain the energency/urgent
situation and the best method of delivery to provide
the supplies to the user within the required tine.

5-6.4K RECEIPT / DELIVERY 'COF SUPPLIES FROM AREA SUPPLY SERVICE CENTER

(1) Supplies ordered from the Supply Service Center on the schedul ed
order date will be delivered to the Service Unit Property and
S ply Section on the scheduled delivery date and /or within six
(3 working days.

(2) Supplies not ordered on the schedul ed order date and Back Order

| ssue Releases will be shipped/delivered via best nethod to nmeet
user requirements

(3) Supplies wll be packaged and marked to identify the requesting
activity. (e.g., Boxes/containers will be marked with your
station code and the user code.)

(4) The Service Unit Property and Supply Section will deliver _
supplies to the using activity and they are to jointly check in
the supplies. Receiving procedures are as follows:

a.  Reqular Oders

(1) A copy of Report No. 70, |ssue/Shipping/Invoice
Docurrent, will be included with each order/shipment.
RePort No. 70 lists the itenms and quantities ordered,
actual quantities issued, and identifies stock outs,
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partial outs and quantities adjusted to standard pack
Issue. NOTE: When "STK QUT" or “PAR B/O' is printed
under the remarks colum, a Back Order has

autongtically been established for the quantity not
i ssue

(2) Verify the ltenB/?uantities received against the
itens/quantities [isted as being issued.

(3) If there is a question as to the accurac% of the order
quantity listed on Report No. 70,' refer back to your
original issue request for verification

(4) Notify Inventory Mnagenent Unit, Supply Service Center,
of any discrepancies (overages,shortages or wong
|ten3{ within 2 working days after receipt of shipment.

(5) Have the person authorized to receipt for suﬁplies at
the point of use, sign and date Report No.

(6) File Report No. 70 in the “SSC Issue File for (month),
(year )" in voucher nunber sequence.

h. Back Order |ssue Rel eases

(1) A copy of Report No. 71, Back Order [ssue/Shipping/
Invoice Docunment, will be included with each back order
shipment. Report No. 71 list the iten(s) and
quantities issued. NOTE: Wen “PAR B/O" is printed
under the remarks columm, another Back Order has
autonmtical |y been established for the remaining order
guantity not issued

(2) Verify the items/quantities received against the
itens/quantities listed as being issued.

(3) If there is a question as to the accuracy of the order
quantity and/or back ordered quantity listed on Report
No. 71, refer back to your original 1ssue request and
Report No. 70 for verification. To find the original
voucher nunber a33|?ned to Report No. 70, subtract five

(5) fromfirst digit of the voucher serial number that
I's listed on Report No. 71.

(4) Notify Inventory Managenment Un[t,.SugpIy Service
Center, of any discrepancies within 2 working days
after receipt” of shipnent.

(5) Have the person authorized to receipt for s%pplies at
the point of use, sign and date Report No. 71
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(6) File Report No. 71 in the SSC Issue-File for (month),
~ (year), in voucher number sequence

c.  Energency/Ugent Orders

(11 A copy of HRS-413, Issue Request, will be included wth
each emergency/urgent shipnent.

(2) V@rify the items/quantities received against the
itens/quantities listed on the FIRS-413 as being issued.

(3) If there is a ﬂuestion as to the accuracy of the itens
listed on the HRS-413, refer to your order file copy of
the HRS-413

(4 Notify Inventory Management Unit, Supply Service
Center, of any discrepancies inmediately upon receipt
of shipnent.

(9 Have the person authorized to receipt for supplies at
the point of use, sign and date the HRS-413.

6) File the FIRS413 in the “SSC Issue File for (nonth,
R (year), in voucher nunber sequence. frE

(7) The above outline issue documents (Reports 70, 71 and
HRS-413's) are part of the overall area accountable
supply records. Therefore, the SSC Issue Files" are
to be kept for a period of three (3) years.

(3) Conpleted Issue Books are to be returned to the Supply
Service Center for their records.

5- 6.4. CONTROLLED SUBSTANCES

(1) A controlled substance is a drug or nedicine which is defined as
such by the Drug Enforcement Adm nistration QDEM. For the
intent and purpose of these procedures it is those items that are
classified as Schedule I, Il, 111, IV, V by DEA. Refer to Title
21 CFR Chapter |l, DEA Department of Justice, Part 1308, for

. schedules of controlled substances.

(2) The Service Unit Director or the official in charge of the
facH|S€A I's responsible for conpliance with all appropriate HHS
I HS, regulations on Controlled Substances, including security
re3u|renent$, record keeping and reporting requirenents.  For
adaitional information refer to the IHS Manual, Part 3, Chapter
7, Pharmacy Services.
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(3) Odering Controlled Substances

d.

Direct Issue Itens; Ordering of direct issue items is to be
per_Procurement/ Da procedur es.

|tems Stocked by Supply Service Center
(1) Schedule I or Il Controlled Substance

(a) DEA Form 222 is to be used to order these itens
fromthe Supply Service Center.

(b) Forward the Brown and Geen copies of the
compl eted DEA Form 222 to the Supply Service
Center. Retain the Blue copy in your order file.

(2) Schedule I11, IV or V Controlled Substances

(al Items in these Schedules are to be ordered on a
Erepr|nted HRS-413.  The preprinted HRS-413s will
e provided to each ordering location by the
Supply Service Center.

(b) An original, plus four (4L copies, of the
preprinted HRS-413 is to be conpl et ed.

(cl The HRS-413s are to be signed (requested) by a
Regi stered Pharmacist, (when no pharmacist, " nust
be sEgned by a Doctor/Dentist who are registered

by DEA), and apProved by the department supervisor

or next higher level authority.

(d) Forward the original, plus 3 copies, of the

preprinted HRS-413s to the Service Unit Propert
and Suppby Oficer along with the I'ssue Books a
the schedul ed order date. Keep one copy of the
HRS- 413 for your file.

(e) The Service Unit Property and S&Efly Oficer is to
assign a Request Number to the HRS-413s, forward
the original plus 3 copies of the HRS-413 to the
Supply Service Center

(3) Use the sane above forns and procedures to order itens
on an off-schedul e basis.

(4) Urgent/Emergency Orders

(a) Energency type orders nay be called into the
Suppl'y Service Center, [Inventory Mnagenent Unit,
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% a Registered Pharmacist, or a Doctor/Dentist
0 are registered by DFA, for Schedule II1, 1V,
or V Controlled Substances. Schedule | and |
items can only be ordered/issued on DEA Form 222.

(4) Receiving, of Controlled Substances

a. Direct Issue ltenms

(1) The Designated Receiving Agent, after conpleting the
receiving report, shall imediately deliver the
Control I ed Substances received to the Pharmacy and
obtain the signature of the individual authorized to
receipt for Controlled Substances on the station

voucher file copy of the purchase order.

(2) A copy of the receiving report is to he provided to
Pharmacy for their files and a copy of the receiving
report filed in a folder labeled “Controlled Substances
Receipts for FY "

h. | tems |ssued From Supply Service Center

(1) The Designated Receiving Agent shall:

(a) Check in the controlled substances received
against the enclosed copies of the HRS-413s.
InnEd|ate|¥ notify the Supply Service Center
Director of any discrepancies.

(b) Sign and date the HRS-413s as the receiving
official. Forward one conpleted set of the 413s
to the Supply Service Center, Attn: Inventory
Managenent Unit.

(c) Imediately deliver the controlled substances
received to the Pharmacy and obtain the signature
of the individual-authorized to receipt for .
controlled substances, i.e., Registered Pharnacist
or a Doctor/Dentist who are registered by DEA on
your copy of HRS-413. File the conpleted HRS-413
%n a &}Lﬁ | abel ed “Controlled Substances Receipts
or "

(5) Cupboard Stock Inventories of Controlled Substances

a. A Berpetualllnventory record is required on all controlled
substances in cupboard stock. Form HRS- 175, Perpetua
Inventory of Narcotics and Qther Controlled Drugs, is to be
mai ntained on each controlled substance. Refer to Exhibit
5-6. 10A(16).
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b.

Cupboard stock inventories of controlled substances are to
be inventoried %uarterly. The inventories should be
acconplished by the Service Unit Chief, Pharmacist and the

PropertY and.SupPly Oficer. Inventory counts are to be
reconciled with the HRS-175s.

(6) Loss/ Theft of Controlled Substances

a.

The Special Agent in Charge of ‘the DFA District Ofice that
serves your location is to be notified of any theft or
significant loss of any controlled substances upon d!scoverx
of such theft or loss.” Conplete DEA Form 106 regarding suc
theft or loss. Thefts nust be reported whether or not the
control | ed substances are subsequently recovered and/or the

{ﬁsponsible parties are identified and action taken agai nst
em

A Report of Survey, HHS Form 342, is to be initiated on any
theft or [oss of controlled substances.

(7) DEA Certificate of Registration

d.

A current coBy of Ypur DEA Certificate of Registrationis
required to be on file at the Supply Service Center in order
for themto issue an% control | ed substances to your facility.
Therefore, provide thema copy of your certificate when
renewed annual ly.

5-6. 4M PRCPERTY VOUCHER REG STER AND FILE

(1) Property Voucher

a.

Property vouchers are docunents that certify and support
entries of transactions to the progerty account abl e records
and CGeneral Ledger Accounts; and that certify and support
the direct issue of supplies to using elements of an
installation. Docunents that pertain to najor object
classification code “26" - “Supplies and Miterials”

regardl ess of the funds used to acquire the supplies or how

they were acquired, are to be docunmented and assigned a
voucher nunber

Property vouchers are to be assigged a voucher nunber and
forwarded to the Supply Service Center within 24 hours after
receipt of supplies. ‘It is recomended that a set tine be
establ i shed each day for vouchering and prpceSS|n? of _
docunents. Exanple: The last outgoing mail for the day is
4:00 p.m; average time for vouchering and processing daily
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documents is 1 hour; then gour daily schedule_for.Frocessing
docunents would be at 2:30 p.m each day. This will ensure
an even flow of docunents.

(2) Docunent Review

a.  Prior to the assignmexit of the Property voucher nunber,
review the document (all copies to ensure that the document
contains all required information and that the information
is legible, i.e.:

- Do all copies of receiving reports contain the
signature of the designated receiving agent?

- Do the station voucher file copies of direct issue
receiving reports contain the signature of an
individual authorized to receipt for supplies at the
point of use?

- Do all copies of the document contain the required
accounting data?

- Are the quantity and value correct on the receiving
reports?

- Does the data entry person have to guess at the data on
the docunent?

(3) Nunbering
a.  Voucher shall be nunbered for reference and control purposes.

(1) The voucher number will consist of the fiscal year,
cal endar nmonth, and serial nunber

(2) The serial nunmber will commence with 0001 at the
begi nning of each monthly account|nﬂ period. A
separate nunber will be assigned each document.

(3) The property voucher number will be entered (normally)
in the lower right hand corner of the document.

(4) Documents certifying to and supporting the rendition of
a service, wll not be a55|?ned a voucher nunber. How-
ever, docunents covering both the receipt of supplies
and the performance of a service will be assigned a
voucher  nunber.
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(4) Property Voucher Register

The PropertY Voucher Register is to be maintained in such a
manner to allow for conparison agalnst the Monthly ADP Voucher

Summary Report, Report No. 10.

el ati onship: The Property

Voucher Register is your Check B0OK, the Monthly ADP Voucher
Summary Report is your Bank Stafenent.

d.

The Property Voucher Register, Form HRS-31, shall be
maintained in duplicate and voucher data recorded on hoth
copies. Refer to Exhibit 5-6.10A(14) for a sanple of a
Property Voucher Register and detail instructions for
conpl etion

Unassi?ned or cancelled numbers nust be explained (noted) in
the reference colunmof the register

The statenment “Serial Number I's the [ast nunber
assigned during the accounting perrod ending (date) ,"
wi || be made on'the next [ine follow ng the Tast voucher
nunber  assi gned.

A co%y of the Property Voucher Register is to be forwarded
to the Area Supply Service Center at the end of each
accounting period. The original shall be attached to the
left side of the first voucher file folder containing
vouchers for the month concer ned.

(5) Voucher Files

d.

Vouchers are to be filled in nunerical sequence, limted to
100 documents in a folder, and securely fastened. A new
folder is prepared at the beginning of each nonth.

Fol ders shal | be identified with the follow ng heading:
VOUCHER FILE FOR MONTH ENDING _ (date)

The voucher file is to be checked against the voucher
reP|ster at the end of the nonth to ensure that a copy of
al I vouchers for the month are on file or else accounted for

UnaSS|Pned and cancel led nunbers within a series wll be
roperl'y annotated in the reference colum of the Property
oucher ~ Register, ‘and shall be identified inthe file on a
plain sheet of paper, in proper nunerical sequence with the
voucher nunmber 1n the [ower right hand corner.
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(6) ___Voucher Docunents

a.  The followi ng docunents are commonly used and will be
assigned a voucher nunmber, entered on the voucher register,
and maintained in the voucher ‘file.

(1) SF-44 - Purchase Order-Invoice Voucher

(2) SF-122 - Transfer Order-Excess Personal Property
(3) OF-347 - Oder for Supplies or Services

(4) SF-344 - Miltiuse Standard Requisition/lssue System

Docunent  (GSA)

(5) HHS-22 - Property Action Request to Supply Oficer,
when used as a transfer or disposal document.

(6) OF-127 - Receiving and Inspection Report

(7) Any other document approved for use as a receiving
report.

5-6. 4N RECEI VI NG PROCEDURES

(1) Al receipts of supplies and materials by activities of the
Indian Heal th Service whether the results of a purchase action,
transfer, donation, glft, or discovery of an itemnot previously
recorded, are to be docunented and the document signed by an
individual ‘authorized to receipt for property.

(2) The Service Unit Director or the Official In Charge of the
facility is resPon3|b|e,for_ assuring pronpt subnission of
receiving reports, It is inperative that receiving reports be
prepared and submtted to the Area Supply Service Center within
24 hours after receipt of the supplies and/or materials. Late
subm ssion of receiving reports will result in:

a.  Delayed payment to vendor;

b.  Lost discounts which woul d have been a savings to the
Gover nment ;

C. Formal conplaints from vendors;
d.  Loss of good faith and rapport with vendors;

e.  Unnecessary followup actions being taken by Area Finance;
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f. In sone cases, vendors refusing to sell to the Indian Health
Service

(3) The Area Financial Mnagement Branch has no information
concern|ng.?rob|ens or discussions the receiving facility my

 have had w

h a vendor about shortages, receipt of wong item

size or other discrepancies. Therefore, a copy of al
correspondence or documents concerning purchase order

di screpancies are to be furnished to the Area Financia
Managenent Branch.

(4) Matching of vendor invoices against receiving reports is the
responsibility of Finance personnel. The matching of invoices
agal nst receiving reports by supply personnel does not provide a
separation of functions, creates a conflict of interest, and

t her ef or

I's prohibited.

(5) Inspection

a. Uﬁon receipt of an order via Mtor Freight, the follow ng

C

(1)

(2)

(3)

(4)

ecks shoul d be made by receiving personnel

Check total number of cartons received vs. total nunber
shipped on freight bill(s). If quantities do not
am%,amﬁﬂet%l%m%tBHlammmnm% as to
total quantity over or short.

Check all cartons received for apparent physica
dana%es_ | f aPParent physical damage exists, annotate
the freight bills as to the quantity of cartons
damaged. ~ The freight b|||/de||ver¥ receipt should he
signed by the recerving agent and the carrier

|f the shipment is froma Government A?ency (VA GSA
Perr¥ Point, etc.), the procedures outlined In their

catal ogs should be foll owed on overages, shortages, and
danmages

|f the shipment is fromother than a Governnent Source
the vendor is to be contacted for replacement of
shortages or damaged itens, or for return of overages.

b.  Oders shipped via mail are handled in the same basic nmanner
as orders received via Mtor Freight in resolving overages,
shortages, and damages

C. A check for conceal ed damage is to be made as cartons are
opened. If there is conceal ed damage, notify the carrier
imediately by telephone, and request inspection of the
miterials.” It is inportant that the material not be moved
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Prior to inspection and the Rackaging material be retained
or the carrier’s review. The carrier should provide you a
copy of the inspection report. Reporting of conceal ed
damages are. the sane as outlined in 5.a.(3), (4), above.

The itenms received are to be directl conpared to the

speci fications/description stated on the purchase docunent.
If there are discrepancies, comercial vendors are to be
nM|Uedb%tmeImneamHm in witing and Government
Agencies (VA GSA, PP) as outlined in their catalogs. If
there is any question as to whether or not the itemreceived
meets the order docunment specifications, assistance can be
obtained fromthe using activity.

Any discrepancies should be rectified by supply personne
prior to acceptance and/or delivery to using activities or
placing into stores stock.

(61 Direct delivery items should be delivered to the orderin

activity wihrn 24 hours after receipt and the person au?horized
to receipt for supplies at the P0|nt of use is to sign and date

the station voucher file copy o

the receiving report.

(7) Receiving Reports

d.

Supply Contract: Conplete and partial shipments received

%Ea|nst a supply contract are to he documented on Form
-127, Receiving and Inspection Report.

Ootional Form 347 - Order for Supplies or Services: OF-347
O'der Tor supplTes or services can be used to document
conplete or partial shipments received against the purchase
order. If the mjority of the items are received on the
first shipment, then the OF-347 shoul d be used to receipt
for the partial shipment received and OF- 127, Receiving and
I nspection Report, would be used to receipt for further
partial and final shipments. If the mgjority of the itens
are not received on the first shipment, OF- 127 should be
used to document the first partial receipt and any other

partials and the OF-347 woul d be used to document the fina
shi pment .

Standard Form 344 - Miltiuse Standard Requisitioning/lssue
SySTem DOCUNENT . SF-344 1S _The prescriped Tormto De used
nordering from General Services Admnistration (GSA). The
receiving report copies of SF-344 are to, be used to docunent
partial and final receipts as outlined for SF-147, above.
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d.

Standard Form 44A - Purchase Order/Invoice/Voucher: Is a
purchase order designed primarily 107 on-the-sp ot
over-the-counter purchase. The number 3 (p|nE copy is the
receiving report.

Surplus Conmodi ties and Donated |tens: Receivin% reports
for surplus conmoditres and donated (tems shall be receipted
for on OF127, Receiving and Inspection

Cash Purchases: OF-127, Receiving and |nspection Report, or
other torns which are aPProved for use by the Area supply
Management Officer, shall be used to docunent purchases of
supplies from Inprest Cash.

Unrequired Supplies: Form HHS-22, Property Action Request
to Supply Officer, is t0 be used to docunent receipt of
unrequired  supplies,

Exanpl es of receiving reports, with instructions for
coHpbet|on and distrrbution is contained in the followng
exhibits:

Exhibit 5-6.10A(29) - OF- 127, Receiving and Inspection Report
Exhibit 5-6.10430) - OF 347, Order for Supplies or Services

Exhibit 5-6.100(31) - SF344, Miltiuse Standard
Requi sitioning/lssue System Document

Exhibit 5-6.10A(32) - SF-44A, Purchase Order/Invoice/ Voucher

Exhibit 5-6.10A(33) - HHS-22, Property Action Request to
Supply  Officer

(8) Pricing

d.

Purchased Itens - Price information contained on the
receiving report shall be based on the actual purchase
price, less any discounts.

Donations and Surplus Commodities - Shall be priced out at
the current estimated market value.

Unrequi red/ Excess - Receipt price will be the price as shown
on the transfer docunent.
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5-6. 4N continued
(9) Certification and Coding

a. Al copies of receiving reports shall be nanuallg si gned.
Carbon copy facsimle signatures are not acceptable.

b.  Receiving reports shall contain appropriate ADP coding in
accordance wth established codes.

(10) GSA Handbook, Discrepancies or Deficiencies in GSA or DOD
Shipment, Material, or Billing, is available from General _
Services Admnistration. Copres of this handbook may be obtained
by submtting a conpleted GSA Form 457, FSS Publications Miling
Li st Ap$||cat[0n, in accordance with the instructions on the
form The mailing list code for this handbook is ODDH 0001,
E?p%eslpf GSA Form 457 may be obtained fromthe GSA Regional

i c e .

5-6.40 SECURITY

(1) Supplies are accountable property of the Government and
therefore, security nust be maintained. The enployee designated
as the Custodial Oficer for the facility is accountable for the
supplies and is responsible for maintaining security in order to
prevent loss, theft, and misuse of supplies.

(2) Security of all storage areas in general.

a.  Only qualified and responsible personnel should be selected
and assigned to supply operations. Proper personnel
security checks should be made on all individuals applying
for positions in a supply operation.

b. C?Ptrqlled access to the storage areas nust be maintained at
all tines.

C Only authorized individuals should have direct access to the

storeroons, i.e., custodial officer, storeroom supervisor
admnistrative officer

d.  Procedures should be established to permt access during an
emergency. Such as, a key, |ock/safe conbination, being
kept in a sealed envelope in a secured location for
emergency use and procedures for docunenting any supplies
taken fromthe storeroom during an energency.

e.  Locks and safe conbinations should be changed on a periodic
basis and when there is a change in personnel who had keys
and/or safe conbinations.
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5-6.40 continued

f.  When possible, the storage layout (bins, racks, etc.) should

be in such a manner to allow for visual control of the
operation

g When it is necessary for other employees and non-employees

to be in the storage areas, they are to be under observation
by an employee of the supply operation.

5-6.4P PROCUREMENT

(1) Determining the type of procurement to be made on direct issue
items shall be made by the Purchasing Agent or other individual

delegated procurement authority who must comply with procurement
Policies, procedures, and regulations.

(2) Distribution of procurement documents:
Original - Forward to vendor.

 Copies 1 & 2- Forward to Area’ Supply Service Center for review
and processing. SSC will stamp the copies “Cleared - Supply
Management” and forward them to. Finance.

copy 3 - Purchase Order File copy.

) Copies 4 & 5 -Receiving Report File copies. The Purchase Order
File an Receiving Report file should be combined into one file

when the procurement and receiving is accomplished at the same
location.

(3) Follow-up on all purchase orders that are past the delivery date
should be made at least monthly by the purchasing official or by
supply personnel. Status information is to be provided to the

requisitioner on any direct issue or service items that are past
delivery date.

(4) Back Orders

a.  Upon receipt of a backorder notification from a vendor, the
requisitioner or stock control is to be notified
immediately. Based on a review of supply on hand, it may be

neces(;sary for an emergency order for a 30-day supply to be
issued.

(5) Priority of Source of Supply

a.  Procurement of supplies shall be effected from the following
sources in the descending order of priority indicated:
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5-6. 4P conti nued,

(1) Itens mmHaHefrmnthnthefadIHy
(2) Items available fromthe Area Supply Service Center

(3) Items in long supply or unrequired at other HHS
activities.

(4) Items in long supply or excess at other Federal
agenci es.

(51 Items available from HRSA Supply Service Center.
(6) GSA stores stock iterms.

(7) VA Supply Depot.

(8) Mandatory Federal Supply Schedul es.

(9)

O her Federal Supply Schedules when it is to the
advantage of the Governnent.

(10) Other Federal agencies, Federal Prison Industry and
blind made products.

(11) Conmercial concerns;

(6) Waivers from Mandatory Sources

d.

When, in furtherance of program objectives it is necessary
to procure simlar itens froma |ower priority source than
those listed in (5%, the requiring facility will request a
wai ver to bypass the priority source of supply in favor of a
| essor pr|orJtK. The request for waiver is to be in
accordance with Area Procurement policy and procedures

5-6.4Q STORAGE AREAS

A supply storage area is used to store many different items wth
varyi ng" physical characteristics and storage requirenents.

(1) Space Layout

d.

Planning a storage layout in terms of the supplies to be
stored Involves the intelligent and realistic application of
the basic resource - space.  The job becones increasingly
more difficult as space demands becone nore critical; =
therefore, the prime objective of storage area planning is
maxi mum utilization of available space. Consideration nust
be given to the followng in the devel opnment of a storage
area space |ayout:
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5-6.4Q continued
(1) Ofice Space - Private or open office space.

(2) Receiving Area - Space to check in and receipt for
suppl i es.

(3) Issuing/ Shipping Area - Space to consolidate an order
pending delivery or shipment.

(4) Refrigeration Storage - Storage space for itens that
require refrigeration

($1 Security Storage - Space required for narcotics,
al cohol, precious netals, etc. '

(6) Flammable Storage - Space required for the storage of
flammabl e |iquids.

(7) Bin Shelf Space - Bin space required for regular shelf
type items. Type and size of hin shelves to be used,
i.e., fixed "or track mounted. Height of the bins
sMMd.beasmghascmlmghmgt al lows. Depth of
the bins should be 24",in lieu of the generally used
18" to allow for increased cubic space with little
increase in floor space usage.

(8) Bulk Space - Space required for the storage of stock
itens that are not suitable for hin shelf storaﬂe:

Bul k racks should be used to take advantage of nheight.

- Renenber space is vertical and not just horizontal

(9) Cther factors: air conditioning and heatinP
{eqH|renEnts; floorload capacity; traffic flow, and
i ghting

(2) Care and Preservation of Supplies

a.  The amount and type of care required by any supply item
depend upon its particular nature and characteristics.
However, supplx personnel should have a general know edge of
met hods that should be applied to obtain maxi num supply
preservation. It nust be remenbered that the preservation
of most items is dependent on proper storage and turnover.

]P order to store properly, supply personnel nust know which
itens -

(1) Are explosive and/or highly flammble and classified as
hazar dous.

[ndian Health Wanual (9-30-86) TN 86. 4



MANAGEMENT  SERVI CES

CHAPTER 6
SUPPLY MANAGEMENT - CI NTRAL OPERATI ONS

5-6.4Q continued

(2)" Are oxidizing agents (to be segregated from flammbl es
and conbusti bl es).

(3) Are normally stored in vault or security area
(4) Are subject to damage by freezing

(

(

3)
4)
5) Require freezing tenperature for preservation.
6) Require normal refrigeration for preservation.
/)

(

Quides for the care of specific types of squIies are |isted
bel ow.  These guides are not all inclusive but do point up
special storage requirements Tor certain supply itens.

Are normal 1y linited with respect to keeping tine.

(1) Drugs - Special consideration nust be given to the
stora?e of drugs. Drugs should be stored in accordance
with the manufacturer’s specifications, especially
those subject to Iiquidation, separation, and permanent
suspension caused by high tenperatures. Mst drugs
shoul d be protected fromfreezing conditions.

(2) Xray Film- X-ray filmshould be stocked in an upright
position on edge as flat stacking causes pressure
damage and accelerates deterioration. X-ray filmis
adversely affected by exposure to high tenperature and
humdity. Because of this, it nust not be exposed to
extrenely high tenperatures (80-to 120 F.) for
even short periods of time. The ideal stora?e for
x-ray filmis an area haV|n8 a tenperature o
approx|nate%¥ 550 F. with 50 percent relative
humdity. Relative humdity above 60 percent will
cause serious damage. Exposing the filmto |ow
tenperatures has no detrinental effect, providing the
humdity does not exceed 60 percent.

(3) Plastic and Rubber Goods - Plastic and rubber supply
i tens should be stored in a cool, dry, dark, and well
ventilated storage area. They should be kept free from
oils, grease, dust and dirt. "Hgh tenperatures may
cause certain plastics and simlar materials to flow
and change shape.

(4) Subsistence - Areas having the |owest tenperatures (but
not bel ow freeZ|ng%, good ventilation, and m ni mum
exposure to sunlight are preferred for the storage of
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wet - pack subsistence packed in cans or glassware.
Dry-pack subsistence items such as flour, dried peas
and beans, etc., should be stored in an area providing
the least amount of heat.

(5) Storage areas selected for an% subsi stence stock shoul d
be free fromroof |eaks or other |eaks which permt
entrance of water or noisture. Subsistence stocks
shoul d not be stored in direct contact with walls or
FToors.

(6) Food Storage Guide for Schools and Institutions as

published by U S.D.A, Exhibit 5-6.10A(27) outlines the
storage requirements for various foods.

(3) Insect and Rodent Contro

a.

Insects annual |y destroy or render unfit for human
consunption enornous quantities O food. As infestation may
occur even under ideal warehouse conditions, it is only
through constant vigilance and pronpt action that |osses
fromthis cause my be prevented or held to a mni num

Refer to Exhibit 5-6.10A(28) for sanples of insects that
infest stored subsistence.

Rats and mce destroy or render unfit for human consunption
enornous quantities,of food each year. Control neasures
shoul d be applied not only froman economc standP0|nt but
al so because these pests are nenace to human health by
spreading disease

Federal Food and [Xu? regul ations prohibit the use, for

human consunption, of food that has been contam nated by
rodents. The presence of insects, their remins, or their
excrenent renders food products unfit for human consunption
according to FDA standards. Therefore, subsistence itens
that have been ‘infested by insects and/or rodents are not to
be issued for use, but destroyed.

(4) Housekeeping and Fire Safety Practices

d.

Housekeepi ng

(1) Good housekeeping is recognized as an essentia
requirement for an efficient and econonical supply
storage operation. Some of the major benefits to be
derived from the maintenance of good housekeeping
practices are:
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5-6.4Q continued

(2)

(3)

Conservation of space, equipment, operating
mterials, time, and effort;

Protection of supplies;
Elimnation of accident and fire hazards;
I ncreased enpl oyee norale.

The existence of poor housekeeping generally reflects
negligence and carelessness. |n nost cases, this
condition is traceable to inadequate supervision and
failure to maintain the nost elenentary standards. For
maxi num operating efficiency, momr%mal%,aMfor
moral e purposes, the nmintenance of the highest
standards of housekeeping and orderliness Should be
enforced in storage areas at all tines.

A fundanental rule of.good housekeeping is that cleanup
action should be considered as a part of the operation
itself and carried out progressively rather than as
separate periodic acconplishments. In other words, the
proper. tine to clean up debris, scrape, etc., is as
soon as practicable after such has accunulated. This
does not ‘elimnate the need for a periodic inspection
and systematic cleanup such as an “end of the day”.

. Firesafety

(1)

“Fire consciousness” cannot he overenphasized, and |ike
“safety” and “good housekeeping” should be integrated
into everyday storage operation. \here adequate “fire
consci ousness” exists, and proper preventive measures
are taken, fires seldomoccur. In the event they do
occur, pronpt and proper protective action mnim zes
their seriousness. To assure pronpt and proper
protective action during any enEr?ency requires a
thorough know edge of applicable tire protection

regul ations and equi pment; together with the

devel opnent of Planned procedures and drills executed
for practical effect.

Through a formul ated fire plan, witten procedures
tra|n|n? posted notices, and periodic demonstrations
and drills, all warehouse/supply personnel should
become aware of the extreme Inportance of being “fire
conscious".  Each enployee nust know what he can do to
elimnate conditions incident to the starting of fires,
and what to do in case of fire. Specifically this
under standi ng shoul d incl ude:
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(a) Ceneral information of the |ocal fire-Prevention
and fire-control regulations, the firefighting
equipment installed in the building and its, exact
location and intented use

(b) Famliarity of the storage and housekeepi ng
practice, and any special hazards that exist.

(0 How to, identify and give a fire alarm pronptly on
di scovery of afire

() Howto use the various types of “first aid" fire
extingui sher

(e) Place in the plan for evacuation or auxiliary
firefighting organization.

(f) Were smoking is permtted in the
war ehouse/ storeroom and what |ocations, for
safety purposes, are classified as non-smoking
areas

(3) Supp]y.perspnnel shal | co%fe[ate fully wth the
facility fire marshall ana with the l'ocal fire
department to obtain maxi num technical assistance.
Routine inspection of the warehouse/storeroom by the
faC|||t% fire mrshall and or |ocal fire departient
shoul d be made and encouraged by supply personnel

(5) Periodic Inspection

a. To insure a good supply storage operation, a quarterly
and/or nonthl'y inspection of all storage areas shoul d be

?ﬁd?' These 1nspections will have the effect of assuring
at:

(1) Odest stocks are being issued first.

(2) Approved methods of storage and segregation are being

(3) The best method of preservation for each particular

type of supply, such as protection against heat, odors,
cl[imtic conditions, dust, etc., is being utilized.

(4) Damged, deteriorated or infested supplies are
segre ated fromother supplies, and that standard
rodent and insect control is being enforced.

(5) Debris, scrap, etc., is being removed from storage
areas.
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5-6.4Q continued

(6) Safety, security, and fire regulations are being
obser ved.

(7) Supplies are .being handled properly and safely.

(8) Excess stock is reported pronptly for disposition.
5-6. 4R BUDGET

(1) The Stores Supply Budget as established by the SSC Director
shoul d be reviewed and checked by the service unit Property and
Supply Oficer. Al differences should be reconciled as soon as
possible in the new fiscal year. If the SSC Director does not
establish a budget for each station, the service unit Property
and Su ply Oficer should do so in accordance with Section
5-6.3AD of this Chapter.

w  For Direct Issue supply needs, Report No. 15 (COB Sept) shoul d be
utilized breaking down the data by: a) department, b) Ceneral
Ledger Account, and c) object-subobject class code to establish
estmates based uan receipts during the previous fiscal year.
Modification of this data should be acconplished by using Finance
Report SHR-111M which will show the actual obligation for a
particul ar object-subobject class code (e.g.,26.14) o
pharmaceuticals) for each bud?et sub and sub-sub activity, for
each specific location. Al [ocations for service unit must be
considered in determning the Service Unit budget.

a.  Wthin these guidelines the need for recurring vs.
non-recurring needs should be identified. Any large
expend|tures which only caused inventory to increase should
not be included in budgetary needs. As with Stores Stock,
inventory levels nust remain relatively stable to validate
the data on both supply reports and finance reports.

(3) The Service Unit Property and Supply Officer should meet with
departnent chiefs to verify the projected needs and to identify
any Progran1chan?es that woul d inpact on supply usage. These two
shoul d al so nonitor the expenditure of funds throughout the
fiscal year to identify changes which would require adjustnents
of supp,¥,bud?ets. It may be necessary to transfer funds wthin
tﬁe faci |gy 0 cover other departments needs based upon program
changes, etc.

5-6.4S SUPPLY COW TTEE

(1) It is recomended that a Service Unit Supply Commttee be
established at each service unit. Such a committee could and
woul d provide valuable input into the overall service unit supply
program
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5-6.4S continued
(2) Functions

a.  Evaluating new supply itens that could be used nore
advant ageously and economically to items currently used.

b.  Identifying high cost and so called luxury itens being used
in lieu of simlar [ow cost itens.

¢. Analyzing supplY usage to determne where itens are being
used 4{1 abnormal quantities. (Does the workload justify the
usage’

d.  Recommend itens that should be placed into the Supply
Service Center stores stock inventory system based on the
e?t|ﬂated usage, nunber of users, and storage requirements
of the item

Reconmend whi ch itens shoul d be dropped fromthe stores
stock inventory system based on [ack of usage, ,replacenent
by new item etc., (Every effort should be made to utilize
any stock on hand prior to dropping frominventory.)

f. Recomrend approval or d|saﬁproval of requisitions submtted
for direct issue items. Things to consider: is the need
justified; is there a less expensive itemavailable that
woul d meet the requirements; is there a simlar itemin
stores stock that would meet the requirenent; is the itema
nice to have type of item

80 Evaluate the effect of program changes on supply usaPe and
cost, i.e., changing from reusable rtems to disposable
i tems; establishment of new programs or services; and
expanded servi ces.

(3) Menbers
a.  Chairperson, as Appointed/ Sel ected

b.  Four other menbers of the supply conmttee should be
aﬁp0|nted by the Service Unit Director. These appointnents
shoul d be drawn from nursing, pharmacy, physicians, centra

supply, Iaboratorr, dietary, and outpatienf operations.

ApF0|ntnents shoul'd not be restricted to departnent heads

only.

C. The SU Property and Supply Officer will serve as Recorder to
the conmttee and other personnel as needed will serve the
comittee in an advisory capacity.
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(4) Frequency

a.  The conmttee should nmeet nonthly. This will allow for
plagned procurenent workload and consolidation of purchase
orders .

b- A witten record of these monthly meetings shoul d be
, maintained and copies provided to the SUD, commttee
menbers, supply officer, Supply Service Center, etc.

5-6. 4T NEW STORES STOCK | TEM

(1) In general, recurring use itens that lend thenselves to a storage
and distribution system shoul d be maintained in the Supply
Service Center stores stock inventory system This reducés the
cuphoard stock storage space requirements, provides for planned
procurenent, and establishes detail usage and cost records.

(21 Drug itens maintained in the stores stock inventory system must
have been approved by the Service Unit and/or Area Pharmacy and
Therapeutics Conmittee. Request for other items to be stocked
shoul d be approved by the Service Unit Supply Comrmittee.

(31 Anitemmy be requested for inclusion into the stores stock
inventory systemat any time by the consumer, supply commttee or
pharmacy and therapeutics commttee.

(4) New Item Request formis to be used to request itens to be added
to the stores stock inventory system This formis to be
conpl eted in accordance with Exhibit 5-6.10A(34) and forwarded to
the Area Supply Service Center. A pending copy of the request
shoul d be maintained in a separate file for followup action and
status

5-6.4U QUALITY CONTROL COMPLAINTS

(1) Procedures have been established for user to report any ualitr
y

conpl aints on supBI|es.to their Service Unit Property and Supp
(See su

(2) Users are to report any conplaints on the “Quality .
Conpl ai nt/ | mprovement Report Forni, Exhibit 5-6.10A(57), to their
Service Unit Property and Supply Ofice.

-section 5-6.3U for additional infornation.

(3) The Service Unit Property and Su?ply,CIficer is to verify with
the user that the conplaint/problemis valid. In some cases:
the wong product may have been provided to the user; the product
Is not being used for its intended purpose; or in-service
training my be needed on how to properly use the product. The

Service Unif PropertY and Supply Gficer 1s to take the fol | ow ng
action on valid conplaints.
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a.  Stock itens acquired fromthe Area SuppIRy Service Center -
t Rep

Submt a Quality Conplaint/Inprovemen ort Form Exhibit
5-6. 10A(57), to the Supply, Service Center, Attention:
Quality Control  Coordinator.

b. Direct issue itens acquired fromVA - Submt a Quality
| mprovement Report, SF-380, to the VA Marketing Center.

c. Direct issue items acquired fromPerry Point - Submt a
Sjal!ty | mprovement Report, SF-380, to Director, Supply
ervice Center, Perry Point.

d.  Direct issue Drugs, Medical Devices and laboratory Products,
not covered in a-c above - Report problems to the USP
Product Problem Reporting Program |-800-638-6725.

e.  Oher direct issue items - Contact the vendor sales
representatives or the vendor's Quality Assurance Staff.

(4) Users are to be notified of action taken to correct or resolve
problens they report.

5-6. 4V PRODUCT RECALL NOTI CE

(1) Wen a product recall notice is received froma vendor or
Covernnent agency, immediate action will be taken by supply
personnel to informthe users, also Supply Service Center, and to
secure all stock of the itemthat pertain to the recall notice.

(2) Disposal of recalled products is to be in accordance wth
Instructions provided in the recall notices and/or per
instructions received fromthe Area Supply Service Center.

(3) Atfk”e IS to be maintained on all Product Recalls and action
aken.

5- 6. 4W ORI ENTATI ON TRAI NI NG

(1) The Service Unit Director and/or Admnistrative Officer should
schedul e al |l new enPI oyees for orientation by the supp!kl
section.  The inportance of providing a new enployee wth proper
orientation on the supply operation cannot be over enphasized.

( 2) Oientation

a.  The Service Unit Property & SquIy Officer is to develop an
orientation package. The supply orientation package is to
be pr(tasenft ed to each new enployee. The package shoul d
consi st of:
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(1) Definitions of stores stock and direct issue supplies;

(2) Howto order direct issue items, justification
requ|r%?, funding approval required, and lead tine
require

(3) Procurement authority - who has procurement authority
and the possible consequences of unauthorized
procurement;

(4) Howto order stores stock items use of |ssue Books
HRS-413 - Off Schedul e Issues, established issue and
del i very schedul es;

(5) Procedures on requestin% new stock items and changing
current stock itens; an

(6) The orientation package should be expanded to include
other functions that the supply officer/custodia
officer my be responsible for. Such as, equipment,
repair, service, forms, communications, quarters,
security, etc

( 3) Training

8. The Property and Supply Oficer is to conduct a detai
training session for service unit personnel that are
directly involved in ordering and receiving supplies through
the supply section. Each staff member should attend a
training session at |east annually.

b.  The training session should include:
(1) Proper use and preparation of the various forms used;
(2) Cupboard stock reviews, purpose and procedures,;

(3) Consumer levels, how they are arrived at and their
inportant use;

(4) The ill-effects of overstocking cupboard stock;

(51 The inportance of advising supﬁly personnel of any
planned or initiated program changes;

(6) St%ck outages, why they occur and how they are handl ed:;
an

(7) Other topics that pertain to the property and supply
functions.
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5-6.4X ADP_SUPPLY REPORTS

(1)TheADP Supply Reports are part of your accountable records.
These reports/listings are to be used in the management and
accountability of supplies. Sections 5-6.6 and 5-6.9 of this
Chapter contains a sample and a detail write-up of each report.

(2) The ADP Supply Reports are provided to the station on a weekly,
monthly, quarterly, semi-annual, annual or as requested basis.
These reports are to be reviewed in detail to ensure their
accuracy and immediate corrective action taken on any errors
found, processing of any missing documents, etc.

(3) Report No. 10 - Monthly Voucher Summary Report

a. This report lists all acceptable documents processed during
the accounting month in voucher number sequence. Report
provides number items and value by voucher number and
summary totals by General Ledger Account.

b. Check the entries on the voucher summary report against your
voucher register to ensure that all entries, are accurate and
all vouchers are accounted- for. Remember --- the Voucher
Summary Report is your monthly bank statement and the
voucher register is your check book --- they must be
verified and balanced.

c. Examples of corrective action to be taken when there is a
difference between the Property Voucher , Register, Form
HRS-31, and Report No. 10, Monthly Voucher Summary Report.

(1) Missing Voucher - A voucher number assigned on the
Property Voucher Register, HRS-31, is not listed on
Report 10, Monthly Voucher Summary Report:

(a) Check to see if the voucher is listed on one of
the weekly/monthly error reports. If so,
re-process the error correction.

(b) Check to be sure that the document was not
processed under another voucher number. If not,
send a copy of the document to SSC and identify
as a ‘Missing Voucher for the month of ,
please process. If the document was processed
under another voucher number, request SSC to
reverse out the incorrect entries and reprocess
under the correct voucher number.

(2) Direct issue line items and value as listed on the
Property Voucher Register, HRS-31, does not match the
number line. items and/or value on Report No. 10.
Monthly Voucher Summary Report.
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(a) If the totals on Report 10 are less than those
listed on the Voucher Register, check the weekly
error reports to see if any transaction(s) is
listed for the voucher nunber. If so, re-process
the error correction and check to see if the
re-processing of the error correction wll balance
the totals between the Voucher Register and
Voucher Summary. If not and if no error
transaction(s) is found, conpare the actua
docunent against Report 10, Mnthly Voucher
Summary Report or Report No. | QA to identify the
error.  Send a copy of the document to A-SSC
i dentifying the iten(s) that was not processed and
request they be processed.

(b) If the totals on Report 10 are higher than those
listed on the Voucher Re%|ster, conpare the actua
document against Report 10, Monthly Voucher
Summary Report, or e?ort 10A to identify the
error.  Send a copy of the document to A-SSC
i dentifying the item(s) processed in error and
request they be reversed out.

d.  Dispose of reports 5 years after close of fiscal year
involved. (Transfer to Federal Records Center 3 years after
close of fiscal year.)

(5) Report No. 10A - Mnthly Listing of Direct Issue Transactions

a.  This report provides a detail listing of all direct issue
transactions in voucher nunber sequence.

b.  This report should be reviewed each month and used to make
any needed corrections.

¢c. Dispose of reports 2 years after fiscal year involved.
(6) Report No. 15 - Monthly Cost Report
a. This report provides current nonth and year-to-date val ues

of direct issues and fuel oil by sub-station, user code,
CAN and general |edger account.

b.  This report should be reviewed with the Admnistrative
Oficer/Service Unit Director. Information contained on
this report can be used to establish budgets.b ordering
activities, provide cost by user, identify high cost users,
increased user cost, etc
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¢c. Dispose of report 2 years after close of fiscal year
i nvol ved

(7) Report No. 16 - Station Monthly Sub-Sub-Activity Report

2. This report provides current nonth and year-to-date val ues

of direct issues by &b-sub-activity and general |edger
account .

b.  The report should be reviewed with the Admnistrative
Oficer/Service Unit Director. Information contained on
this report can be used in the budget process and to
i dentify cost by Sub-Sub-Activity.

¢c. Dispose of reports 2 years after close of the fiscal year
i nvol ved

(8) Report No. 19 - Station Mnthly Supply Summary Data By Account

a.  This report contains data on direct issue values, nunber
docunents processed and number line itenms processed

b.  Dispose of reports 2 years after close of fiscal year
i nvol ved. -

(9) Report No 24 - Supply Expiration Report

a.  This report lists those itens that contain an expiration
date of 4 months or [ess fromthe conputer processing date.

Report is in index number sequence by Drugs, Subsistence,
and Al Qher.

b. Review this rePort in detail against the physical cupboard
stock on hand to see if anY stock is on hand with the
eXP|rat|on date listed. If there is a quantity on hand,

with the expiration date listed, wll that quantity be used

ug Prlor to expiration? |f there are quantities on hand
that cannot be used prior to expiration, advise Supply

Service Center of the items, expiration date, and quantity.

(10) Report No. 26 - Preprinted |ssue Books

a.  This report provides a tailor mde issue book for each
requisitioner. Items will be listed in the issue book if
there has been an issue to the user during the previous 12
months fromthe processing date of the books or if the item
has a pre-determned user |evel. Separate books are
provided for Drugs, Subsistence and All CQ her.

Indian Health Manual (9-30-86) TN 86. 4



MANAGEMENT SERVICES

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL OPERATIONS

5-6.4X continued

An asterick under the U/l indicates the U/l has been changed
within the past 12 months.

b. Issue books printed August 15th will be for use during the
period October-March by the requisitioner. Issue books
printed February 15 will be for use during the period
April-September by the requisitioner.

‘c. The Preprinted Issue Books contain, description of item,
index number, unit of issue, user level, unit cost of the
item, previous 6 months total issue quantity, number of
documents processed for the user in the past 6 months (is
the number .of documents excessive), and prior year usage
(PYU) of the item by ordering month.

d. The requisitioner is to enter in black ink the quantity on
hand (Q-OH) of the item and. the order quantity (ORDQ). The
order quantity is the User Level minus the quantity on hand
or else the PYU (prior year usage) minus the quantity on
hand. The issue book should not be processed when the
guantity on hand column is not completed as this is the key
to arrive at a realistic order quantity. Unusual order
guantities should be’ clarified with the requisitioner prior
to the item being issued. Examples:

(1) The order quantity is 60, but the User Level is 20 and
the quantity on hand is 15. Why are 60 being ordered?
Based on actual figures, the order quantity would be 5.

(2) The order quantity is -zero (O), but the User Level is
40 and the quantity on hand is 10. Why is zero (0)
being ordered? Based on actual figures, the order
guantity would be 30.

(11) Report No. 26A - Cupboard Stock Bin Labels

a. This report provides bin labels for the individual users
cupboard stock storage area. The bin label contains the
Index Number, Unit of Issue, User Level, Description of the
item, Area Code, Station Code, Sub-Station Code and User
Code. ’

b.  This report (bin labels) must be requested from Area Supply
Service Center.

(12) Report No. 50 - Detail Usage Report by Sub-Station

a. Report provides a 12-month break out of issue quantities by
user.
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b.  Report can be used to conpare usage of an item by each user
and to identify the different users of the item

C. Report is Provided bY the Area Supply Service Center on a
sem -annual or annual basis.

(13) Report No. 74 - Stores Stock Issues/Budget Analysis by Location

a.  Report provides information on your annual budget, allotnent
to date, stock issues, current fund bal ance, projected year
end bal ance, by general |edger account and sub-sub-activity.

b. Use this report to nonitor the status of your supply budget.
for stock itens.

C Acopy of this report will be provided by the SSC each month.

(14) Report No. 77 - Analysis of Issues hy Sub-Station

a.  Report provides information on schedul ed and unschedul ed
stock issue requests; stock fill rates, stock back orders,
~direct issue docunents/line itens, value of stock issues and
direct issues, by general |edger account.

b. Use this report to identify any excessive off-schedul e issue
request and to nonitor supply Support being provided by the
Area Supply Service Center.

C. Acopy of this report will be provided by the SSC each month.

S-6.4Y CUPBOARD STOCK REVI EV6

(1)

(2

(3)

The Service Unit Property and Supply Oficer is to conduct a
quarterly review of each individual department/user supply
operation. Two of the quarterly reviews are to be formal reviews
and two informal reviews.

Purpose of these reviews is to identify any problems that the
user may be having and to assist in resolving those problens; to
i mprove” coordination and cooperation between the user and the

supply . section; and to inprove overall direct supply support to
the using activity.

A review schedule is to be devel oped and published each Septenber
for the next fiscal year. Alternate quarters are to be used for
the formal and informal reviews. Refer to Exhibit 5-6.10A(36)
for a sanple review schedul e.
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(4) Informal Review: The informal review is a general walk thru of
the cupboard storage area with the department supervisor and
requires no formal documentation.

(5) Formal Review: The formal review is a detail review of the
cupboard storage area with the department supervisor and requires
formal documentation. Exhibit 5-6.10A(44), Department/Cupboard
Stock Review Document, is to be used to document the formal
reviews.

5-6.4Z SERVICE.UNIT REVIEWS

(1) An annual supply management review is to be conducted at each
service unit. .Purpose:

a. Determining compliance with prescribed policies, procedures
and regulations.

b. Determining the need for additional guidance and/or training.

cC. Identify need for changes in existing procedures and/or
reports or need for ,additional procedures and/or reports.

d. Measure level of accomplishments to the IHS Service Unit

Supply Standards as outlined in sub-section 5-6.2C of this
Chapter.

e. Review staffing needs and utilization of present staff.

(2) Service Unit Supply Management Review Document; Exhibit
5-6.10A(39), will be used in conducting the reviews.

(3) Service Unit reviews are to be done by the Area Supply Management
Officer or his/her designee.

5-6.4AA SPACE PLANNING

(1) The following information on supply space determination is taken
from Health Facility Planning Manual, Volume I, Space Programming
Criteria, 52.0 Central Stores.

(2) Notes to the Programmer

a. The criteria for Central Stores is based on three
variables: Projected Annual Inpatient Days, Projected
Annual Outpatient Visits (include projected outpatient
visits of outlying clinics that are supplied from the
facility), and the Projected Annual Stock Turnover.
Projected Inpatient Days and Projected Outpatient Visits are
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used to estimate the area required to hold. stock supplies
needed for one year. " It assumes ‘the space would be used to
store supplies- up to ,8-feet high

b.  The Projected Annual Stock Turnover is a ratio of the
%uant|ty.of supplies used per year to the quantity on hand.
his ratio my vary from1, which indicates a 12-nonth
supply on hand to 12, which indicates a I-month supply on
hand. = The location of the facility, supply availability,
delivery schedules, etc., are factors affecting the
Projected Annual Stock Turnover. The following are
gui del ines for the Projected Annual Stock Turnover

(1) In a service area with a central warehouse 6-12

(aFmemeeWWMdWaMMrWWw 6-12
uni

(3) Facility not served, by central warehouse or 3-4
another service unit, in ‘netropolitan area

(4) Facility not served by central warehouse or 2-3
another service unit’, not in nmetropolitan area

(5) Alaska renote -2

Cart Exchange System  Space For cart holding and dispatch
shoul'd only be Included if an exchange cart system for
supplies is to be inplemented. If an exchange cart systemis
not inplemented the space allocated as cart holding and dis-
patch should be distributed to all departnents as additiona
cupboard stock storage. This space should be added to the
space allocated for that departnent.

(3) Application of Criteria

This criteria is approPriate for all I'HS Health Centers, Basic
Facilities, and Medical Centers.

( 4) Wrkload Date

Necessary workload data is Annual Projected Inpatient Days and
Annual Projected Qutpatient Visits.

( 5) Projected Annual Storage
.Inpat ient Days X 0. 285*
Qutpatient Visits X 0.2*

Inpatient Storage

Qutpatient Storage
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,JInpatient Storage plus Outpatient Storage equals Projected Annual
Storage.

*Ratio of workload to annual storage.

( 6) Space Allocation Criteria

a. Receiving/lssue Area

Projected

Annual Storage Room Total

I - 5,000 @ 100 100
5,001 - 8,000 l@ 140 140
8,001 - 12,000 l@ 180 180
12,001 - 16,000 l@ 220 220
16,001 - 20,000 l@ 260 260
20,001 - 25,000 @ 300 300
25,001 - 30,000 @ 340 340
30,001 - 35,000 1@ 380 380
35,001 - 40,000 l@ 420 420

b. Bulk Stores

(1) If Projected Annual Stock Turnover is 6.0 - 12.0

Projected

Annual Storage Room Total

I - 5,000 10 1,000 1,000
5,001 - 8,000 1@ 1,600 1,600
8,001 - 11,000 16 2100 2,100
11,001 - 14,000 10 2600 2,600
14,001 - 17,000 1@ 3,000 3,000
17,001 - 20,000 18 3,350 3,350
20,001 - 23,000 | @ 3,800 3,800
23,001 - 26,000 1 6 4,300 4,300
26,001 - 29,000 10 4,800 4,800
29,001 - 32,000 18 5,300 5,300
32,001 - 35,000 10 5,800 5,800

(2) If Projected Annual Stock Turnover is 3.0. - 3.9

Projected
Annual Storage Room Total
I - 5,000 10 1,700 1,700
5,001 - 8,000 1§ 2,750 2,750
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8,001
11,001
14,001
17,001
20,001
23,001
26,001
29,001
32,001

(3) If Projected Annual Stock Turnover is 2.0 - 2.9

11,000
14,000
17,000
20,000
23,000
26,000
29,000
32,000
35,000

.Projected
Annual Storage

I
5,001
8,001

11,001
14,001
17,001
20,001
23,001
26,001
29,001
32,001

(4) If Projected Annual Stock Turnover is 1.0 - 1.9

5,000

8,000
11,000
14,000
17,000
20,000
23,000
26,000
29,000
32,000
35,000

Projected

Annual Storage

I - 5,000
5,001 - 8,000
8,001 - 11,000
11,001 - 14,000
14,001 - 17,000
17,001 - 20,000
20,001 - 23,000
23,001 - 26,000
26,001 - 29,000
29,001 - 32,000
32,001 - 35,000

— s e

[T T TN
(ST TESTES RS TS TS R R e ]

3,600
4,400
5,100
5,750
6,400
7,050
7,650
8,200
8,700

Room

0
g
0
g
0
0
0
0
0
0
6

2,000
3,200
4,400
5,600
6,800
8,000
9,000
‘9,900
10,700
11,400
12,000

Room

T N e N = ==
e STt e T e Re— R e Re— X=X R =—>}

3,350
5,350
7,350
9,350
11,350
13,350
15,~000
16,500
17,800
19,000
20,100

3,600
4,400
5,100
5,750
6,400
7,050
7,650
8,200
8,700

Total

2,000
3,200
4,400
5,600
6,800
8,000
9,000
9,900
10,700
11,400
12,000

Total

3,350
5,350
7,350
9,350
11,350
13,350
15,000
16,500
17,800
19,000
20,100
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c. Cart Holding and Dispatch

This area to be provided only if an exchange cart system of
supply management is implemented. If an exchange cart system
IS not implemented, this space should be distributed to
storage area in departments served.

Projected

Annual Storage Room Total

5,001 - 8,000 1@ 250 250
8,001 -, 11,000 1@ 300 300
11,001 - 14,000 1@ 350 350
14,001 - 17,000 1@ 400 400
17,001 - 20,000 1@ 450 450
20,001 - 23,000 1@ 500 500
23,001 - 26,000 1@ 550 550
26,001 - 29,000 1@ 600 600
29,001 - 32,000 1@ 650 650
32,001 - 35,000 1 @ 700 700

d. Central Equipment Storage

This is a property management function, not for current use

equipment.
Projected

Annual Storage Room Total

I - 5,000 1@ 100 100
5,001 - 10,000 1@ 140 140
10,001 - 15,000 1@ 180 180
15,001 - 20,000 1@ 220 220
20,001 - 25,000 1@ 260 260
25,001 - 30,000 1@ 300 300
30,001 - 35,000 1@ 340 340
35,001 - 40,000 1.@ 380 380

e. Refrigerated Storage

(1) If Projected Annual Stock Turnover is 6.0 - 12.0

Projected
Annual Storage Room Total
1 - 20,000 Not Required
20,001 - 35,000 1@ 90 90

ndian Health Manual TN 86.4



MANAGEMENI' SERVICES

-CHAPTER 6
SUPPLY MANAGEMENT - CEWRAL OPERATIONS

5-6.4AA continued

(2) If Projected Annual Stock TurnOver is 3.0 - 5.9
Projected
Annual Storage R oo m Total
1 - 15,000 Not Required
15,001 - 25,000 | @ 90 90
25,001 - 35,000 l@ 120 120
(3) If Projected Annual Stock Turnover is 2.0 - 2.9
Projected
Annual Storage Room Total
1 - 10,000 Not Required
10,001 - 20,000 | @ 90 90
20,001 - 30,000 l@ 120 120
30,001 - 35,000 l@ 150 150
(4) If Projected annual Stock Turnover is 1.0 - 1.9
Projected
Annual Storage Room Total
| - 5,000 Not Required
5,001 - 15,000 @ 90 90
15,001 - 25,000 1@ 120 120
25,001 - 35,000 1@ 150 . 150
f. Forms Storage
Projected
Annual Storage Room Total
1 - 10,000 1@ 100 100
10,001 - 25,000 16 140 140
25,001 - 35,000 10 180 180
80 Security Storage
Projected
Annual Storage Room Total
1 - 10,000 i@ 40 40
10,001 - 20,000 1@ 80 80
20,001 - 35.,000 1@ 120 120
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h. Flammabl e Storage

(1) If Projected Annual Stock Turnover is 6.0 - 12.0

Proj ect ed
Annual ~ St orage

1 - 10,000
10,001 - 20,000
20,001 - 35,000

(2) If Projected Annual Stock Turnover is 1.0 - 5.9

Proj ect ed
Annual ~ Storage

1 - 10,000
20,001 - 34),000

Room
| @ 40

1 60
| @ " 80

Room
60
1.@ 120-

1. Medical Gas ‘Storage

For replacenent cylinder exchange

Pro jectec]
Annual " Storage

1 - 26,000
26,001 - 52,000
52,001 - 65,000

5 Ofice Space

Supply Oficer

Procurement COfficer/ 1

Agent
Cerical Staff
1 Position
2 Positions
3 Positions
4 Positions

Room
2@ 30

2@ 40
2c 50

Room

100
100

% 100
160
240
@

320

1

el S Y S

( 7) Exanple of Space Programm ng

a.  Program Assunptions

Projected Annual,

I npatient Days

Projected Annual Qutpatient Days

Tot al
40

60
80

Total
60

120

Total

60
80
100

Total

100
100

100
160
240
320

8, 750
- 45,000
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Projected. Annual Storage - 11,494
|PD 8,750 X 0.285 = 2, 494%
OPV 45,000 x 0.2 = 9,000

Projected Annual Stock Turnover 2-3
(Facility not served by central
war ehouse or another service unit,
not in metropolitan area.)

b. Space Requirenents Sunmary

Applying the Projected Annual Storage of 11,494 and the
Projected Annual” Stock Turnover of 2-3 to the Space
Al'location Criteria, followng is a summry of the space
requi renents.

o Room Tot al
6a. Receiving/lssue 10180 180
6C. Cart Hol ding and Dispatch Not Used
6d. Central Equi pment |l @ 180 180
Storage
6e(3). Refrigerated Storage 1@ 90 90
of . Forms Storage 1 @ 140 140
6 SecuntY Storage 1 80 80
GIhQZZ). Fl ammabl e Storage 90 90
o . Medi cal Gas Storage 2@ 30 60
6] . OFf ice Space
Supply Oficer 1@ 100 100
Procur enent A?ent 18 100 100
Clerical. Staff (3) 1 240 240
Total Space Required 6, 860
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5-6.5 ADP LOOK- UP TABLES/ PROCESSI NG CODES

THE EFFI CI ENT AND ACCURATE SUPPLY ACCOUNTI NG SYSTEM DEVELOPED THROUGH THE USE OF COMPUTER PROCESSI NG
| S ENTIRELY DEPENDENT UPON CODES USED TO COMMN CATE WTH THE COWPUTER THE M SUSE CR M SI NTERPRE-
TATION OF THESE OCDES WLL RESULT IN ERRORS AND | NACCURATE REPCRTS.

CODES | DENTI FY THE VARI QUS TYPES OF ACTI ON VE WANT TAKEN AND ARE THE SI GNAL TO THE COMPUTER TO CARRY
QUT THOSE ACTI ONS. CODES ARE USED IN LIEU OF DETAILED DESCRI PTI VE | NFORVATI ON. PERSONNEL | NVOLVED

| N SUPPLY MANAGEMENT ACTIVITIES MUST HAVE A COVPLETE UNDERSTANDI NG AS TO WHAT THE CCDES ARE; WHEN TO
USE THEM HOW TO USE THEM WHERE TO USE THEM AND WHAT THE CODES MEAN TO THE COWVPUTER

EACH SUPPLY CENTER |'S RESPONSI BLE FOR MAI NTAINING THESE LOOK- UP TABLES IN A CURRENT STATUS AT ALL
TIMES AND FOR ADVI SI NG HEADQUARTERS SUPPLY BRANCH OF ANY CHANGES THAT NEED TO BE MADE TO APPROPRI ATE

TABLES,

S-6.5A LOOK-UP TABLE No. 0 - DATA I NPUT LOCATI ONS
| NPUT  LOCATI O ACCEPT  AREA(s)
Al ASKA 59- ALASKA AREA
NAVAJO 54 - NAVAJO ARE4
OKLAHOVH 50 - CKLAHOMA OITY AREA

51 - NASHVILLE PROGRAM COFFI CE

PORTLAND 64 - PORTLAND AREA
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SUPPLY  MANAGEMENT

5-6.58 LOOK-UP TABLE NO. 1 - AREA AND STATI ON CODE/NAMES - CONTACT PERSONNEL

(1)

(2)

ABERDEENAREA - CODE 45

AREA/ STATI ON

01 - RAPID ATY
05 - BELCOURT

07 - EAGLE BUTTE
08 -~ FT. YATES

09 - PINE RIDGE
11 - ROSEBUD

12 - SI SSETON

13 - WAGNER
14 - WINNEBAGO

21 - FORT TOTTEN
22 - NEW TOWN

30 - ABERDEEN A0
36 - FT. THOMPSON
38 - MCLAUGHLIN
PL - OBH 121 PRQJIECTS

ALASKA AREA - CODE 59

AREA/ STATI ON

01 - MT EDGECUMBE HOSP
02 - ANCHORAGE MC

04 - yukon KUSH DELTA SU
05 - BARROW HOSPI TAL

06 - BETHELHOSP

07 - KANAKANAKHOSPI TAL
08 - KOTZEBUE HOSP

09 - TANANA HOSPI TAL

E0Q  TYPE OF USERLEVEL  STATION TELEPHONENUVBERS
TABLE SUPPLIES  MONTHS CONTACTPERSON FTS COMMERCIAL
00 SSg§D 1.0 VIVIAN GULLIKSON  782-9215 605- 348- 1900
01 SS§D 1.0 YVONNE LINDGREN 701-477-6111
00 SS¢§D 1.0 VERNA  LECOVPTE 605- 964- 2811
01 SS¢gD 1.0 - SONJAKEENER 701- 854- 3460
01 SSg§D 1.0 DELMAR BREWER 605-867-5131
01 SS gD |0 MELVIN  ROUBI BEAU 605- 747-2231
01 SSgD 1.0 MELVIN ROBERTSON 605- 698- 7606
01 SS§D 1.0 DARLENE ~ WLLI AVSON 605- 384- 3621
01  SS¢§D 1.0 LINDA N EMAN 402- 878-2231
NA~ DI OLY N/A

NA D ONLY N/A

01 SS&D 1.0 782-7312

NA D ONLY N/A

NA D OWY N/A

NA D OLY N/A

E0Q TYPE OF USERLEVEL  STATION TELEPHONE  NUVBERS
TABLE SUPPLIES _ MONTHS CONTACT PERSON FTS COMMERCIAL
NA DI O\NLY N/A

NA D ONY N/A

NA  bI OMLY N/A

NA DI OLY N/A

N D ONLY N/A

NA D QMY N/A

NA D QMY N/A

NA D OLY N/ A



MANAGEMENTSERVI CES

CHAPTER ©
SUPPLY  VANAGEMENT

5-6.5Bconti nued

EOQ  TYPE OF USER LEVEL STATI ON
AREA/ STATI ON TABLE SUPPLIES  MONTHS CONTACT PERSON
13 - FAIRBANKS NA DI O\NLY N/A
31 - ANNETTE | SLAND NA D ONLY N/A
37 - CENTRAL WAREHOUSE 01 SS § DI 1.5 HARCL CSQUARTSOFF
65 - KANAKANAK CONTRACT NA D ONLY N/A
74 - FAIRBANKS CONTRACT NA DI ONLY ~ N/A
PL - OFH 121 PROJECTS NA D ONLY N/A
( 3) ALBUQUERQUEAREA- CCODE 53
E0OQ  TYPE OF User LEVEL STATI ON
AREA/ STATI ON TABLE SUPPLIES  MONTHS CONTACTPERSON
01 - ALBUQUERQUE 01 SS § DI 1.0 HERVANSUINA
- ACOMA/CAN/LAGUNA O 1 SS § DI 1.0 WLLIAM REED
05 - MESCALERO 01 SS § Dl 1.0 JAVESPARKER
06 - SANTA FE 01 SS § DI 1.0 LEONARD MONTOYA
07 - ZUNI 01 SS § DI 1.0 WAYNE LAHI
08 - SOUTHERN UTE SU 01 SS § DI 1.0 JOHNSON  TAYLCR
20 - AREA OFFI CE NA D OWLY N/A
21 - ALBUQ AREA WHSE NA D ONLY N/A
29 -S.I.P|. 01 SS § DI 1.0 ORIN GRINNEL
so - PRI NCETON wdHse 01 Ss § Dl 1.0 MARI E CATA
PL - OEH 121 PROJECTS NA D ONLY N/A
( 4) BEMIDJI PROGRAM AREA - CCDE 46
TYPE OF USERLEVEL STATI ON

AREA/STATION

EOQ
TABLE SUPPLI ES

MONTHS CONTACT PERSON

06 - CASSLAKE .

01

SS § DI 1.0 WALLY HUMPHERY

TELEPHONENUVBERS
FTS COMMERCIAL

907-265-9417

TELEPHONE NUMBERS
FTS COMMERCIAL

474-3213  505- 766- 3213
505-552-6634
505-671-4441
505-988- 9812
505- 782- 4431
303-563- 9443

476-7250

474- 3349 505- 766- 3349
474-7826 505-883-7826

TELEPHONE  NUMBERS
FTS COMMVERCI AL

218-335-2293

ol N |

Indian Heal th vanual
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MANAGEMENTSERVI CES

CHAPTER 6
SUPPLY MANAGEMENT

5-6.5Bcont i nued

EOQ  TYPE OF USERLEVEL  STATI ON TELEPHONENUVBERS
AREA/ STATI ON TABLE SUPPLIES  MONTHS  CONTACT PERSON FTS COMMERCIAL
10 - RED LAKE 01 SS § D 1.0 SHIRLEY MAXWELL 218-679-3912
50 - BEMDJI PO NA DI OMY N/A
60 - WHITE EARTH NA DI ONLY N/A
62 - KI NCHELCE NA DI OMY N/A
PL - OEH 121 PROJECTS NA DI ONLY N/A

( 51 BILLINGS AREA - CODE 47

EOQ  TYPE OF USERLEVEL  STATION TELEPHONENUVBERS
AREA/STATION TABLE SUPPLIES.  MONTHS  CONTACT PERSON FTS COMMERCIAL
01 - BROWN NG 01 SS & D 1.0 JUNEOLLINGER 406- 338- 6135
02 - CROW AGENCY 01 SS §D 1.0 GARY TEN BEAR 406- 638- 2626
03 - FT. BELKNAP 01 SS § D 1.0 FRANKAZURE . 406-353- 2278
04 - PCPLAR 01 SS§D 1.0 J OH\NMORSETTE 406-768-3491
05 - ST. | GNATIUS NA D OLY N/A
06 - LAMEDEER 01 SS§D 1.0 LLOYD YELLOARGBE 406-477-6201
07 - BOX ELDER(ROCKY BOY) 01  SS § Dl 1.0 JCE EXENDINE 406- 395- 4486
08 - FT. WASHAKI E 01 SS§D 1.0 DONNALOZIER 307-255-8200
09 - BRIGHAM CITY NA D ONY N/A
10 - BILLINGS AO NA D ONY N/A
PL - CEH 121 PROJECTS NA Dl ONLY N/A

( 6) NASHVI LLE PROGRAM AREA - CODE 51

E0OQ TYPE OF USERLEVEL  STATION TELEPHONENUVBERS
AREA/ STATI ON TABLE SUPPLIES _ MONTHS  CONTACT PERSON FTS COMMERCIAL
02 - CHEROKEE HOSP 01 S gD 1.0 GECRGE  ARNEACH - 7104-497-9163

51 - PHI LADELPH A HOSP NA D O\LY ‘N/A,

‘Indian Feal th Manual (g-0I-871 TN 87.



MANAGEMENT SERVICES

CHAPTER ©
SUPPL YMANAGEMENT
5-6.5B continued

EOQ TYPE OF USER LEVEL STATI ON TELEPHONE NUMBERS
AREA/ STATI ON TABLE SUPPLI ES MONTHS  CONTACT PERSON FTS COMMERCIAL
84 - HOLLYWOOD NA D ONLY N/A
85 - NASHVI LLE PO NA D O\NLY N/A
PL - OEH 121 PROJECTS NA DI ONLY N/A

( 7) NAVAJOAREA - CODE 54

E0OQ  TYPE OF USERLEVEL STATI ON TELEPHONE NUMBERS
AREA/STATION TABLE SUPPLIES ~ MONTHS CONTACT PERSON FTIS COMMERCIAL
20 - GALLUP MED CIR NA DI ONLY N/A
15 - FORT DEFI ANCE NA D O\NLY N/A
06 - TSAI LE HC NA DI ONLY N/A
13 ~ CROWNPOINT NA DI ONLY N/A
30 -~ SHIPROCK NA DI ONLY N/A
34 - TuBA A TY NA DI O\LY N/A
39 - WNSLOW NA D OWLY N/A
29 - INSCRF TION HOUSE NA DI ONLY N/A
02 - WNDOWNVROCK AO NA D O\NLY N/A
07 - CH NLE NA DI ONLY N/A
25 - KAYENTA . NA D O\LY N/A
44 - DZILTH HEALTH CTR NA D O\MLY N/A
45 - SUPPLY SERVICE cTR 08 SS & D 1.5 CGENEVI EVESAUCEDO  571-1578 505-722-1578
PL - OEH 121 PROJECTS NA D O\NLY N/A

( 8) OKLAHOVA CITY AREA - CODE 50

E0Q TYPE OF USERLEVEL STATI ON TELEPHONE NUMBERS
AREA/ STATI ON TABLE SUPPL| ES MONTHS CONTACTPERSON FTS COMMERCIAL
01 - ADA HOSPI TAL NA D O\NLY N/A
02 - TI SHOM NGO NA D QLY N/A
03 - WEWOKA NA D O\NLY N/A




MANAGEMENT SERVICES

CHAPTER 6

SUPPLY MANAGEMENT

5-6.5B continued

AREA/STATION

05 - SUPPLY SERVICE CTR
10 - OKLAHOMA CITY AO

11
21

- CLAREMORE

- CLINTON

31 - LAWTON

41

- PAWNEE.

61 - TAHLEQUAH

71
86

- TALIHINA
- HASKELL, KS

87 - HOLTON KAN

91
75

09

( 9) PHOENIX AREA - CODE 40

- SHAWNEE
PL - OEH 121 PROJECTS
- CENTRAL FORMS
08 - OKLAHOMA AREA WIDE
- BIO-MED

AREA/STATION

02
05
06
07
08
09
10
12
13
21

- PHOENIX MED CTR
- KEAMS CANYON

- OWYHEE, NEVADA
- PARKER

- SACATON

- SAN CARLOS

- SCHURZ NEV

- WHITERIVER

- FT. YUMA

- FT. DUCHESNE

EOQ  TYPE OF USER LEVEL STATION
TABLE SUPPLIES MONTHS CONTACT PERSON
08 SS § DI 1.5 WAYNE LOVIN
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
NA DI ONLY N/A
01 SS § DI 1.5 LLOYD JAMES
NA DI ONLY N/A
NA DI ONLY N/A
EOQ  TYPEOF USER LEVEL STATION
TABLE SUPPLIES MONTHS CONTACT PERSON
01 SS § DI 1.0 CAROL LESLIE
03 SS § DI 1.0 EMMETTALAYUMTEWA
01 SS § DI 1.0 JESSEPASHANO
01 SS § DI 1.0 RON PARKER
01 SS § DI 1.0 WARDDECORA
01 SS § DI 1.0 ELY SMITH
01 SS § DI 1.0 VICTOR WILLIAMS
01 SS § DI 1.0 WESMALONE
01 SS § DI 1.0 CLAUDE MIQUEL
NA DI ONLY N/A

TELEPHONE NUMBERS
FTS COMMERCIAL

736-5522 405-436-5000

736-2172 918-657-2211

TELEPHONE NUMBERS
FTS COMMERCIAL

762-1591 602-263-1591
602-738-2211
702-757-2415
602-669-2137
602-562-3321
602-475-2381

470-5541
602-338-4911

764-6572



MANAGEMENT  SERVI CES

CHAPTER 6
SUPPL YMANAGEMENT
5-6.5B continued

EOQ TYPE OF USER LEVEL STATI ON TELEPHONE NUMBERS
AREA/ STATI ON TABLE SUPPLI ES MONTHS CONTACT PERSON FTS COMMERCIAL
22 - PEACH SPRI NGS NA DI O\NLY N/A
40 - AREACFFI CE NA DI ONLY N/A
PL - OEH 121 PROJECTS NA DI ONLY N/A

(10) PORTLANDAREA - CODE 64

EOQ TYPE OF USER- LEVEL STATI ON TELEPHONE NUMBERS
AREA/ STATI ON TABLE SUPPLI ES MONTHS  CONTACT PERSON FIS COMMERCI AL
49 - CENTRAL SUPPLY cTR 01 SS§ DI 1.5 JI'M ANDERSON 423-3527 503-221-3527

PL - OEH 121 PROJECTS NA D OMLY N/A
(11) SACRAMENTO PROGRAMAREA - CODE 41

EOQ TYPE OF USER LEVEL  STATION TELEPHONE NUMBERS
AREA/ STATI ON TABLE SUPPLI ES MONTHS CONTACTPERSON FTS COMMERCIAL
36 - FT. McARTHUR NA D ONLY N/A
51 - SACRAMENTO NA DI OLY N/A

PL - CEH 121 PROJECTS NA DI ONLY N/A

(12) TUCSON PROGRAM AREA - CODE 42

TYPE OF USERLEVEL  STATI ON TELEPHONENUVBERS
AREA/ STATI ON . TABLE SUPPLIES  MONTHS CONTACTPERSON FTS COMMERCIAL
01 - TUCSON NA D OLY N/A
03 - DESERT WLLOW NA D OLY N/A
11 - SELLS 01 SS §DI 1.0 R S. TEWANGOITEWA 261- 7254 602- 383- 7254

PL - CEH 121 PROJECTS NA D O\NY N/A

Indian Health Manual {(3-0T-R7] N 87,



MANAGEMENT SERVI CES (PART 5)

CHAPTERo

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.5C LOK-UP TABLE NO._ 2 -

SUPPLY TRANSACTI ON CODES

| NPUT REVERSAL | NPUT REVERSAL
CODE CODE CODE CopE
DI RECT | SSUE TRANSACTI ON DUE IN (STORES STOCK) TRANSACTI ON
02 RECEIPT OF PURCHASED SUPPLIES K 12 DUE IN OF PURCHASED SUPPLIES 1K
04 RECEIPT OF UNREQUI RED SUPPLIES* QM 14 DUE IN OF UNREQUI RED SUPPLI ES M
05 RECEIPT OF DONATED SUPPLIES ON 15 DUE IN CF DONATED SUPPLIES IN
06 RECEIPT OF EXCESS SUPPLIES** 00 16 DUE IN CF EXCESS SUPPLIES 10
STORES STOCK  RECEI PT TRANSACTI QN STORES STOCK | SSUE  TRANSACTI CN
22 RECEIPT OF PURCHASED SUPPLIES 2K 31 BACK CORDER | SSUE/ RELEASE 3]
24 RECEIPT OF UNREQUI RED SUPPLIES* 2M 32 ROUTINE REPLEN SHVENT | SSUE 3K
25 RECEI PT_COr DONATED SUPPL|ES 2N 33 NON- REPLEN SHVENT | SSUE L
26 RECEI'PT OF EXCESS SUPPLIES** 20 34 TRANSFER OF UNREQUI RED SUPPLIES ~ 3M
27 DEBI'T | NVENTCRY ADJUSTMENT 2P 36 TRANSFER OF EXCESS SUPPLI ES 30
37 CREDIT OF | NVENTORY ADJUSTMENT 3P
AREA MASTER RECORD TRANSACTI QN STATI ON_MASTERER RECORD TRANSACTI ON
4A ADD/ ESTABLI SH AREA NEW I TEM ~ NONE SA ADD/ ESTABLI SH STATI ON NEW | TEM NONE
4C CHANGE OF NONRESTRI CTED DATA  NONE SB ESTABLI SH CHANGE/ DELETE
4D DELETE AREA MASTER RECCRD NON-E | SSUE BOK USER LEVEL NONE
C CHANGE OF NONRESTRICTED DATA  NONE
SD DELETE STATI ON MASTER RECORD  NONE

INPUT  TRANSACTI ON MJST CONTAIN ONE OF THE ABOVE CCDES.

*USE SOURCE OCDE J WTH THESE TRANSACTI ONS.
**USE SOURCE CODE L WTH THESE TRANSACTI ONS.

Indian Health Mnual
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MANAGEMENT SERVI CES ( PART 5)

CHAFTERb
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

5-6.5D LOCK-UP TABLE NO. 3 - SORES STOCK ACCOUNT CCDES AND THEI R RELATED OBJECT/SUBOBJECT CODES

G L. ADP

ACCOUNT CODE REL ATEDOBJECT/SUBOBJECTCODES

125.1 1 26. 21 DRUGS, MEDICINES, VACCI NES AND PHARMACY BOTTLES
26. 28 BLOOD AND BLOOD PRCDUCTS

125.2 2 26.4A MEDICAL, SURGICAL
26.4D DENTAL SUPPLIES, | NCLUDI NG DENTAL FI LM
26.4G PROSTHETIC AND CRTHOPEDI C
26.4K HEARI NG Al DS
26.4N (ENERAL HOSPI TAL LI NEN AND MEDI CAL PERSONAL CLOTHES
26. 41 X-RAY AND PHOTOGRAPHI C, | NCLUDI NG FI LM
26. 46 RENAL DI ALYSI'S SUPPLI ES

125.3 3 26. 71 SUBSI STENCE

125.4 4 26.5A LABCRATCRY SUPPLIES, |NCLUDING CHEM CALS, (G.ASSWARE, ETC
26. 50 LABORATORY QUALI TY CONTROL | TEMS/ SUPPLI ES

125.5 S 26.7A ADPE SUPPLI ES
26.7L OFFI CE AND ADM NI STRATI VE SUPPLI ES
26.7B TELECOMMUNICATION

125.9 9 26.9A KI TCHEN AND DI ETETI C, EXCLUDI NG SUBSI STENCE
26.9D PATI ENT CLOTHES
26.9E UNI FORMS FOR NON- MEDI CAL  PERSONNEL
26.9G SUPPLI ES FOR BUI LDI NGS & GROUNDS MAI NTENANCE
26.9H FUEL FOR HEATI NG BU LDI NGS
26. 95 HOUSEKEEPI NG AND JANI TORI AL SUPPLI ES
26. 9X LAUNDRY SUPPLI ES
26.92 ALL OTHER
26.9R Insecticides and Rodenticides

Indian Heal TN Manud
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MANAGEMENT  SERVI CES

CHAPTERG
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.5E LOOK-UP TABLE NO. 4 -

DI RECT | SSUE ACCOUNT CODES AND THEIR RELATED OBJECT/ SUBOBJECT CODES

GL. ADP
ACCOUNT ~ CODE ~ RELATED OBJECT/ SUBCBJECT CODES
125.1 1 26.11 DRUGS, MEDICINES, VACONES AND PHARMACY BOTTLES
26.18 BLOOD AND BLOOD PRODUCTS
125.2 2 26.3A  MEDI CAL, SURG CAL
26.3D  DENTAL SUPPLIES, | NCLUDI NG DENTAL X-RAY FI LM
26. 36 PROSTHETIC  AND CRTHOPEDIC
26.3K  EYE GLASSES
26.3. HEARI NG Al DS
26.3N  CGENERALHOSPI TAL LINEN AND MEDI CAL PERSONNEL CLOTHES
26.31 X- RAY AND PHOTOGRAFHI C, | NCLUDI NG FI LM
26.3H  RENAL DIALYSI S SUPPLI ES
125.3 3 26. 61 SUBSI STENCE
125.4 4 26. 51 LABCRATCRY SUPPLIES, INCLUDING CHEM CALS, GLASSWARE, ETC.
26. 52 LABORATORY QUALI TY CONTRCL | TEMS/ SUPPLI ES
125.5 5 26.6A  ADPE SUPPLIES
26.6L  OFFICE AND ADM NI STRATI VE SUPPLI ES
26.6M  SUBSCRI PTI ONS, PAMPHLETS AND DOCUMENTS
26.6W  EDUCATI ONAL/ TRAI NI NG SUPPLI ES
26.6B  TELECOMVUNI CATI ON
125.9 9 26.8A  KITCHEN AND DI ETETI C, EXCLUDI NG SUBSI STENCE
26.8D  PATIENT CLOTHES
26.8E  UNIFCRVMS FOR NON- MEDI CAL  PERSONNEL
26.8G  SUPPLIES FOR BUI LDI NGS AND GROUNDS MAI NTENANCE
26.8H  FUEL FOR HEATING BU LD NGS
26. 8) HOUSEKEEPI NG AND JANI TORI AL SUPPLI ES
26.8M  TRANSPORTATI ON SUPPLI ES, | NCLUDI NG FUEL
26.8X  LAUNDRY SUPPLIES
26.82  ALL OTHER
26. 8R | NSECTI CI DES AND RCDENTI Cl DES

Indran Fealth Nanual
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MANAGEMENT SERVI CES

CHAPTER b
SUPPLY MANAGENMENT - CENTRAL OPERATI ONS

5-6.5F LOOK-UP TABLE NO_ 5 - SUPPLY SOURCE CCDES
CODE GOVERNMVENT  SQURCES

HRSA SUPPLY SERVICE_ CENTER (PERRY PQNT

GENERAL  SERVICES ADM NI STRATI ON DEPOTS/ SELF - SERVICE  STCRES
VETERANS  ADM NI STRATION  SUPPLY  DEPQTS

MLITARY (DCD, DSA DPSQ)

OTHER RNVENT SOURCE (FEDERAL PRISON, GPQ  STATE AGENGES, ETC)

COWERC AL SOQURCES

DHHS/ PHS/ HRSAV T HS ~ SUPPLY  CONTRACTS

FEDERAL SUPPLY SERVICE (GSA) SUPPLY CONTRACTS

VA DECENTRALI ZED SUPPLY RACTS

g@v g/?FﬁE'TS)PURCHASES (' SUPPLI ES PURCHASED FROM OTHER THAN CONTRACT SOURCES CR BY
AREA OFFI CE | SSUED SUPPLY CONTRACTS

OTHER SUPPLY CONTRACTSCQURCES

PURCHASE OF SUPPLIES BY CASH QR SF-44'S

UNREQUI RED/ EXCESS

UNREQU RED ( TRANSACTION CODES 04 AND 24
EXCESS ( TRANSACTI ON OCDES 06 AND 26

SOOI >0

Lwmm oowr

—ca



MANAGEMENT SERVI CES

CHAPTER 0
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.5G LOX-UP TABLE No. 6 - ECONOM C ORDER QUANTITY (EQQ TYPE QODES

TYPE
CODE

DESCR!I PTI ON

A

STANDARD Eg | TEM ANY | TEM OF SUPPLY THAT CAN BE PROCURED FOR | NVENTORY BASED ON THE EQOQ
REPLEN SHVENT  WTHOUT ANY  MODI FI CATI ONS.

H GH CUBE | TEM - MODI FI ED EgF) : ANY | TEM WH CH REQUI RES A CUBI C FOOT STORAGE REQUI REMENT |N

THE | TEM WHEN REPLENI SHED AND RECEI VED | N gJANTI TI' ES DEVELCPED
BY THE APPLICATICN OF BASIS EQQ  THEREFORE, REQUI REMENTS DETERM NED BY ECQ MUST BE MODI FI ED
ACCORDI NGLY.

TYPE OODE "B' |TEMS REQURE A %%ITY MDIFIER  THE QUANTITY MODIFIER IS TO BE THE MAXI MUM
QUANTITY BASED ON YOR INT COF SPACE IS AVAILABLE FCR ANY PONT IN TIME

SHORT SHELF LIFE ITEM MODLFIED E% ANY | TEM OF SUPPLY THAT HAS A VARI ABLE SHELF LI FE

MP RANGE APPLIED TO THE STORAGE AREA OR OTHER FACTORS
|MPLIED CR EXPRESSED BY THE MANUFACTURER ~ THEREFORE, REQUI REMENTS DETERM NED BY EOQ MUST BE
MCDI FI ED  ACCORDI NGLY.

TYPE CCDE "C' ITEMS REQURE A MNTHS OF SUPPLY MODIFIER  THE MONTHS OF SUPPLY MCDI FI ER
SHOULD BE THE NCRVAL HS OF LIFE EXPECTANCY LEFT AFTER RECEIPT CF THE |TEM

FREEZABLE ITEM - MODIFIED E%g ANY | TEM OF SUPPLY WH CH MAY BE SUBJECT TO FREEZING | F

CR TRANSPORTED BETWEEN TWO GEOGRAPHI C LOCATI ONS AT CERTAI N
TIME PERCDS. SUCH | TEMS SHOULD BE PROPERLY | DENTI FI ED TO PERM T A SCHEDULED ANALYSI S AND
DETERM NATION CF REQU REMENTS UNDER THE ECQ PRINCIPLE OF STOCK REPLEN SHVENT.

TYPE CODE "D | TEMS REQUI RE ACTI ON S?_ MODI FI ER. THE ACTI ON MONTH(S) MODI FI ER WOULD BE
THEMONIH OR MONTHS YOU WANT THE | TEM TO APPEAR ON THE REQUI REMENTS 'ANALYSI' S REPCRT | N

/(-\JJDE}\I'ITll _ng\l TO I T APPEARING WHEN THE STOCK STATUS IS EQUAL TO OR LESS THAN THE REVI EW PO NT

FLAI\/MABLE | TEM __TYPE CCDE "F" |'S USED TO | DENTI FY FLAMMABLE LI QUI D STOCK | TEMS FROM OTHER
REPLENI SHVENT IS BASED ON THE BASIS EQQ PRINCIPLE WTHOUT ANY MODI FI CATI ONS.
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MANAGEMENT _SERVI CES

CHAPTER 6
SUPPLY MANAGENMENT - CENTRAL OPERATI ONS

5-6.5G continued

TYPE
CODE

DESCRI PTI ON

P

STANDBY | TEM ANY | TEM OF SUPPLY NOT REQUI RED I N NORVAL DAY- BY- DAY OPERATIONS, BUT VHICH IS
REQU RED TO BE |MEDATELY AVAILABLE TO MEET EMERGENCY REQU REMENTS VH CH DO NOT ALLON DELAY,
INODENT TO NORMAL PROCUREMENT PROCESSES, WTHOUT RESULTING IN THE PGSSIBILITY COF:

1) ENDANGERING LIFE, (2) DAMAGE, DESTRUICTION, R LOSS OF GOVERNVENT PROPERTY; AND
3) SUBSTANTIAL FINANG AL LOSS TO THE GOVERNVENT DUE TO | NTERRUPTION CF (OPERATI ONS.

SEASONAL | TEM - MDIFIED E ANY | TEM OF SUPPLY REQUI RED FOR SPECI FIC TIME PERI O S) WTHIN
- ANTI TI ES | N EXCESS OF THE NCRMAL REQUI REMENTS OR AS A SINGLE

ONE-TIME ANNUAL REQUIREMENT.  |N EITHER | NSTANCE, THE EXI STENCE OF THE REQUI REMENT REQUI RES

PLANNED PROCUREMENT. THE QUANTI TI ES NECESSARY FOR THE SEASON MUST BE DEVELOPED | N

REmuPLENII\lgll-ll N%\‘NTWTH THE USER(S) AND CANNOT BE TOTALLY DETERMNED BY EQQ METHODS CF STOK

TYPE OCDE "Q [|TEMS REQUI RE ACTION IVD\ITH@ MDD FIER  THE ACTION , MONTHS(S) MXDIFIER WOULD BE
THE MONTH(S) THAT YOU WANT THE | TEM TO APPEAR ON THE REQUI REMENTS ANALYSI S REPORT | N ADDI TI ON
TO IT APPEARING WHEN THE STOCK STATUS IS EQUAL TO OR LESS THAN THE REVIEW PO NT QUANTITY.

OBSCLETE I TEM - DO NOT RECRDER. CODE ANY SUPPLY | TEM "R' WHEN THE | TEM HAS BEEN | DENTI FI ED
STORES STOCK AND |'S TO BE DELETED AFTER THE PRESENT STOCK ON

HAND IS USED LP.

YEARLY ITEM - MODIFIED E%%: ANY | TEM OF SUPPLY WHERE THE DETERM NATI ON HAS BEEN MADE AND
MANAGEMENT OFFICER TO BE REVIEVED OMLY ON AN ANNUAL SCHEDULE.

TYPE OODE "Y' |TEMS REQURE AN "ACTION MNTH MDIFIER'. 'THE "ACTION MNTH MXDIFIER" WOULD BE

THE MONTH THAT YOU WANT THE | TEM TO APPEAR ON REPCRT NO 13, REQU REMENTS ANALYSIS REPCRT.

'I'\;[I-]E)| IlZITEPQ'A WLL APPEAR ON REPCRT NO 13 O\MY IN THE MONTH DESI GNATED BY THE 'ACTION MONTH
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MANAGEMENT  SERVI CES

CHAPTE
SUPPLY VANAGEMENT - CENTRAL GPERATI ONS

5-6.5H LOOK-UP TABLE No. 7 - CATEGORY CODES - STORES STOCK

IN ORDER TO PROVIDE FOR ANALYSIS OF SUPPLY STOCK |TEMS BY TYPE CATEGCRY, A CATEGCRY CCDE IS TO BE
ASSI GNED TO THOSE | TEMS THAT ARE NOT COVPLETELY CATEGORI ZED BY THE OBJECT- SUBOBJECT CCDE. THE

CATEGCRY CCDE 1S TO BE ASSIGNED AS QUTLINED BELOW WTH N EACH GBJECT- SUBOBJECT CODE.
CAT

0B- SUB
TYPE/ CATEGIRY OF I TEMS _CODE

(1) DRUGS - ACCOUNT 1

a. BLOOD AND BLOOD PRODUCTS

h.  DRUGS/ MEDI Cl NES/ VACCI NES
1) CONTROLLED SUBSTANCES ( ARCOS REPORTABLE)
CONTROLLED SUBSTANCES ( NON- ARCOS REPORTABLE)
CHEMOTHERAPY DRUGS
ANTI H STAM NES
ANTI M CROBI AL  AGENTS

ORAL ANTI M CROBI AL AGENTS

| NJECTABLE ANTI M CROBI AL AGENTS
(6) CNS MEDI CATI ONS
NSAI' s

& ALL OTHER CNS MEDI CATI ONS

(7) CARDI OVASCULAR AGENTS

HYPERTENSI VES
ALL OTHER CARDI OVASCULAR AGENTS

26.

26.

26.

26.
26.

26.
26.

26.
26.

28

.21

.21

21

21

21
21

21
21

21
21

€

o T O =

oo

Tim
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MANAGEMVENT SERVI CES

CHAP'| ERD

SUPPLY MANAGENMENT - CENTRAL OPERATI ONS

5-6.5H conti nued

TYPE/ CATEGCRY CF | TEMS

DERVATOLCG CAL - AGENTS
GASTRO NTESTI NAL ~ MEDI CATI ONS
GENI TO- URI NARY AGENTS
HORMONES,  SYNTHETI CS/ MODI FI ERS
a. ORAL HYPOGLYCEM C AGENTS
b. ORAL CONTRACEPTI VES
¢. ALL OTHER HORMONES, SYNTHETI CS/ MODI FlI ERS
| MMUNCLOG CAL  AGENTS
| RRIGATION  SCLUTI ONS
MUSCULOSKELETAL AGENTS
NASAL AND THROAT, TCPICAL
CPHTHALM C  AGENTS
OnC AGENTS
RESPI RATCRY  TRACT  MEDI CATI ONS
COLD REMEDIES,  COMBI NATI ONS
ALL OTHER RESPI RATORY TRACT- MEDI CATI ONS

THERAPEUTI C NUTRI ENTS/ 'V SCLUTI ONS

0B- SUB
CODE

CAT

26.21
26.21
26.21
26.21
26.21
26.21
26.21
26.21
26.21
26.21
26.21
26.21
i a1
26.21

—
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MANAGENMENT SERVI CES

CHAPTER

SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

5-6.5H conti nued

TYPE/ CATEGCRY CF | TEMS

(2
(2
(2
(2
(2

0
1
2
3

VITAMNS

DI AGNGSTIC - AGENTS

DI SPENSI NG - CONTAI NERS
LABELS AND TAPE

4) OTHER DRUG | TEMS (CCDE ALPHA 0)

(2) MEDICAL/ DENTAL/ X- RAY/ SURG CAL - ACCOUNT 2.

a.  MEDI CAL/ SURG CAL

(1)
(2)
(3)
(4)
(%)
(6)
(7)

ACCESSCORI ES FOR | NSTRUMENTS

APPLI| CATORS/ SWABS/ DEPRESSORS

BAGS, URINE/ Bl LE/ STOVA

CATHETERS, PREP TRAYS, COMBI NATI ONS
DRESSI NG SUPPLI ES, TAPES/ GAUZES/ BANDAGES
FIRST AID KIT MATER ALS

GLOVES, STERILE

OB- SUB
CODE

CAT

26.21
26.21
26.21
26.21
26.21

26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A

O o N W

I ¢ m m O O w
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MANAGENMENT  SERVI CES

CHAPTERO

SUPPLY MANAGENMENT - CENTRAL OPERATI ONS

5-6.5H conti nued

TYPE/ CATEGCRY CF | TEMS

8)
9
0
1
2
3
4
5
6
7
8
9

20
21

(
(
(10)
(11)
(12)
(13)
(14)
(1)
(16)
(17)
(18)
(19)
(20)
(21)

GLOVES, NON-STERILE
|V ADM NI STRATI ON SETS
MEDI CAL/ SURG CAL | NSTRUVENTS
MONITCRING MATER ALS (DI RECT  PATI ENT)
OBSTETRI CAL  PRODUCTS
OR  DRAPES PACKS/ ACCESSCRI ES
NON-CR  DRAPES/ PACKS/ ACCESSCR! ES
RESPI RATCRY  THERAPY  SUPPLI ES/ ACCESSCRI ES
STER LI ZATION  PRODUCTS
SPONGES
SCALPELS/ BLADES AND ACCESSCRI ES
SUTURES
SYRI NGES/ NEEDLES
TRAYS PROCEDURAL (LUMBAR PUNCTURE, ETC.)

0B- SUB
CODE

26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A
26. 4A

< Cc 4 u»vw
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MANAGEMENT  SERVI CES

CHAPTERD

SUPPLY MANAGENMENT - CENTRAL OPERATI ONS

5-6.5H conti nued

TYPE/ CATEGRY CF | TEMS

(22)
(23)

TUBES,  DRAI NAGE ET/ FEEDI NG

OTHER MEDI CAL/ SURG CAL  SUPPLI ES

b. NTAL.

(1)
2)
3
4

)
)
)
)
)
)
)

0)

(
(
(
(
(
(
(
(
(11)

5
6
7
8
9
1
1

BURS

CROWNS

DRI LLS

FI LES

FINI'SH NG DI SCS

FINISH NG STRIPS

FLUORI DE GELS/ PACKS

| MPRESSI ON  MATERI ALS

| NSTRUMENTS, SURG CAL
| NSTRUMENTS,  PER CDONTAL
| NSTRUMENTS,  GPERATI VE

OB- SUB CAT

CODE

CODE

26. 4A
26. 4A

26.4D
26. 40
26.4D
26.4D
26.4D
26. 40
26.4D
26.4D
26. 40
26.4D
26.4D

T & T m O O w

—r X «
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MANAGEMENT SERVI CES

CHAPTE
SUPPLY MANAGEMENT - CENTRAL COPERATI ONS

5-6.5H continued

TYPE/ CATEGCRY COF | TEMB SpE A
(12) INSTRUVENTS, OTHER 26. 4D M
(13) LABORATCRY MATERIALS (VAX, ETC.) 26. 4D N
(14) OPERATIVE SUPPLIES, DiCAL/CAVIT/ETC, 26. 4D P
(15) CRTHODONTI C PRODUCTS 26. 4D 0
(16) POINTS 26. 4D R
117) SILVER ALLOYS 26. 4D S
(18) X RAY PRODUCTS 26. 4D T
(19) OTHER DENTAL SUPPLIES 26. 4D 0

c.  ORUHOPEDI C AND PROSETHETI C
(1) BANDAGES, FELTS, CAST MATER ALS 26. 4G B
(2) COLLARS/ SPLINTS/ BRACES STRAPS 26. 4G c
(3) CRUKHES/ CANES/ CUSHI ONS/ TI PS 26. 4G D
(4) HEELS/BOOTS 26. 4G E
(5) STOCKI NGS 26. 4G F
(6) SURGI CAL |NPLANTS 26. 4G G

Ndian _Heal th_vanual (9- 30- 86) TN 86. 4



MANAGEMENT  SERVI CES

CHAPTERG
SUPPLY MANAGENENT - CENTRAL COPERATI ONS

5-6.5H continued

0B-SUB  CAT
TYPE/ CATEGCRY CF | TEMS CODE CODE
(7) OTHER ORTHOPEDI C & PROSETHETI C SUPPLI ES 26. 46 0
d.  HEARING AlDS/ SUPPLIES 26. 4K A
e.  GENERALHOSPITAL LINENS & NEDI CALPERSONALCLOTHES
(1) GENERAL LINENS
(a) DISPCSABLE - PATIENT USE 26. 4N B
(b) DISPOSABLE - OTHER 26. 4N C
() NON-DI SPOSABLE, BEDDI NG 26. 4N D
(d) NON-DI SPOSABLE, PERSONAL, TOVELS/WASHCLOTHES 26. 4N E
() HOUSEKEEPING LI NEN BAGS/ CURTAI NS 26. 4N F
(2) MEDICAL PERSONAL CLOTH NG
(a) DISPOSABLE, OR 26. 4N
(b) DI SPOSABLE, | SOLATI ON 26. 4N H
(c) DISPOSABLE, OTHER 26. 4N |
(d) NON-DI SPOSABLE, SCRUBS 26. 4N ]
() NON-DI SPOSABLE, UNI FORVB 26. 4N K

Indian Health Manual (9-30- 661 N—86%



MANAGEMENT  SERVI CES

CHAPTERG
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.H continued

TYPE/ CATEGORY CF | TEMB OgbBEB Ccé;E
() NON-Di SPCSABLE, COVER GOMKS 26. 4N I
(31 OHER HOSPITAL LINENS/MEDICAL ' CLOTH NG 26. 4N 0

f. XRAY. MEDICA
(1) FILM RARE EARTH 26. 41 B
\ (2) FILM DUPLI CATING 26. 41 C
(3) FILM POLAROD (FOR ULTRASOUND) 26. 41 D
(4) FILM OTHER 26. 41 E
(51 FI XERS/ DEVELOPERS/ REPLENI SHERS 26. 41 F
(6) DI AGNOSTIC AGENTS 26. 41 G
17) OTHER MEDICAL X-RAY SUPPLIES 26. 41 0
RENAL DIALYSIS  SUPPLIES/ SOLUTI ONS 26. 46 A

(3) SUBSISTENCE - ACCOUNT 3

a.  BABY FOODS 26.71 B
b.  BAKERY CEREAL PRODUCTS 26.71 C

Indiran Health Manual (Y- 30-0b) TN 0. 4



MANAGEMENT SERVI CES

CHAPTE

SUPPLY MANAGEMENT - CENTRAL  CPERATIONS

5-6.5H continued

TYPE/ CATEGCRY CF | TEMS

c. COFFEE/ TEADRY  BEVERAGES

d.  DAIRY PRODUCTS
e.  DESSERTS, PUDDI NGS
f. DI ETARYSUPPLEMENTS

g DETETIC FOXS, CANNED
h.  DIETETIC FOCDS, OTHER

I, FORMULA  INFANT

J FRUTS ~ CANNED/DRY
k. JUCES, CANNED

1. JUCES, 0THER

m.  MEATS, CANNED

n. QLS STATS SHORTEN NG
0. SALAD DRESSINGS

p SAPS & BOULLONS

0B- SUB
CODE

CAT
CODE

26.71
26.71
26.71
26.71
26.71
26.71
26.
26.71
26.71
26.71
26.71
26.71
26.71
26.71

71

T 6 m m O

—
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MANAGEMENT SERVI CES (PART 5)

CHAP'| ERO

SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.5H continued
TYPE/ CATEGCRY COF | TEMS

q.  SPICES/ SAUCES

r.  VEGETABLES,  CANNEDI DRY

s, USDA COWDDITY |TEMS

0. OTHER SUBSISTENCE |TEMS
(4) LABORATORY - ACCOUNT 4

a.  LABORATCRY SUPPLIES

(1) BLOOD BANK - SERAS

(2) BLOOD COLLECTING TUBES

(3) CHEM STRY REAGENTS FOR LL | NSTRUNENTS

(4) CHEM STRY REAGENTS FOR COULTER | NSTRUVENTS
(5) CHEM STRY REAGENTS FOR CRTHO | NSTRUVENTS

(6) CHEM STRY REAGENTS FOR BECKMAN | NSTRUVENTS
(7) CHEM STRY REAGENTS FOR DUPONT | NSTRUVENTS

(8) CHEM STRY REAGENTS FOR | NSTRUMENTS
(9) CHEM STRY REAGENTS FOR | NSTRUMENTS

0B- SUB
CODE

CAT
CODE

26.71
26.71
26.71
26.71

26. 5A
26. 5A
26. 5A
26. 5A
26. 5A
26. 5A
26. 5A
26. 5A
26. 5A

c 4 u»m

Ir»> & T m O O o
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MANAGEMENT SERVI CES

CHAP TERb
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.5H conti nued

OB- SUB CAT

TYPE/ CATEGCRY CF I TEMB CODE.  CODE
(10) REAGENTS, OTHER 26. 5A K
(11) HEMATOLOGY - CQOAGULATI ON PRODUCTS 26. 5A L
(12) MCROBICLOGY - STAINS, DISCS, APl 26. 5A M
(13) SEROLOGY - TEST KITS 26. 5A N
(14) SPECIMEN HANDLING - PIPETS, BEAKERS 26. 5A P
(15) URINALYSIS - TEST STRIPS, ETC 26.5Q
(16) OTHER LABCRATCRY SUPPLIES 26. 5A 0

b.  LABORATCRY QUALITY CQONTROL | TEMS/ SUPPLIES 26. 5B A

(5) ACCOUNT 5 - ADM NI STRATI VE/ OFFI CE SUPPLI ES

a. ADP/EDP SUPPLIES - OOWPUTERS/WPIPC,  ETC.
(1) PAPER, PEN- FEED 26. 7A B
(2) PRINT WHEELS/ BANDS 26. 7A C
(3) RIBBONS, PRINTER 26. 7A D
(4) STORAGE MEDIA, DI SKEI TES/ TAPES/ ETC. 26. 7A E
(5) OTHER ADP/EDP SUPPLIES 26. 7A 0

Tndlan  Heal th, Manual 9-30-86



MANAGEMENT SERVI CES

CHAPTERG

SUPPLY MANAGENENT - CENTRAL OPERATI ONS

5-6.5H continued

TYPE/ CATEGCRY COF | TEMS

b.  ADM N OFFI CE SUPPLI ES

(1) DESK TOP | TEMS, STAPLERS/ RULERS/ SCI SSORS/ LETTER
OPENERS/ IN-QUT  TRAYS/ ETC.

) ENVELOPES

) FORVB, HHS/ PHS/ HRSA
) FORMS, | HS/ AREA

) FORMB, SF/OF
)
)
)
)

FCRVS, CA

FORVS, OTHER

MEDI CAL RECORD SUPPLI ES
NOTE PADS/ WRI TING PAPER
0) NURSING UN'T LABELS, ETC

1) PHOTO COPYING SUPPLIES, PAPER TONER
DEVELCPER/ ETC.

(12) TYPEWR TER R BBONS

e e e Y e s e

0B- SUB
CODE

CAT

26. 7L

26. 7L
26. 7L
26. 7L
26. 7L
26. 7L
26. 7L
26. 7L
26. 7L
26. 7L
26. 7L

26. 7L

- I ¢ M m O O

— X
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MANAGEMENT  SERVI CES

CHAPTERG
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6.5H conti nued

TYPE/ CATEGCRY O | TEMS

C.

(13) WRITING |NSTRUVENTS,  PENS/ PENC LS/ MARKERS ETC.

(14) OTHER ADM N/ OFFI CE SUPPLI ES
TELECOVUNI CATI ON_ SUPPLI ES

(  OTHER SUPPLIES - ACOOUNT 9

a.

KITCHEN AND DIETETIC

1) CH NA/ FLATWARE

) PAPER/ PLASTI C PRODUCTS

)  DETERGENTS/ RI NSES/ SOAPS

) OTHER KITCHEN 4 DI ETETI C SUPPLI ES
PATI ENT  CLOTHES

(
(2
(3
(4

UNLForms  FOR  NON-MEDI CAL  PERSONNEL

SUPPLIES FR B & G

HOUSEKEEPI NG & JANI TORI AL

(1) BAGS, PLASTIC

0B- SUB
CODE CODE
26. 7L N
26. 7L 0
26. 78 A
26. 9A B
26. 9A C
26. 9A D
26. 9A 0
26.9D A
26. 9E A
26.9G A
26. 9] 5

Thaian Health Manual (9-30-80)
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MANAGEMENT _SERVI CES

LHAYIERKD

SUPPLY  MANAGEMENT - CENTRAL CPERATI ONS

5-6.5H continued

TYPE/ CATEGRY CF | TEMB

(21
(3)
141
(51
(6)
(7)
(81
(9)

DETERGENTS/ DI S| NFECTANTS - PHENQLI CS
DETERGENTS/ DI SI NFECTANTS - QUATS
DETERGENTS/ DI SI NFECTANTS - OTHER

FLOOR  FI N SHERS/ WAXES

MOPS/ BROOMS/ BRUSHES/ PADS

NEEDLE/ SYRI NGECOLLECTI ON' DI SPCSAL | TEMS
PAPER  PRCDUCTS

OTHER HOUSEKEEPING & JANITCRIAL SUPPLIES

f. LAUNDRY SUPPLIES

g OHER SUPPLIES

0B- SUB
CODE

CAT

26.9J
26.9J
26.9J
26.9J
26.9J
26.9J
26.9J
26.9J
26.. 9
26.9J

L T~ > T T = - I = B » |

> » O
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MANAGEMENT SERVI CES

CHAPTER 6
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

5-6.51 LOOK-UP TABLE NO. 8 - ECONOM C ORDER QUANTITY "EQQ' TABLES

TO CHANGE THE EQQ TABLE BEING USED FOR A STATION, SUBMT A MEMORANDUM TO DPSC STATING YOUR AREA,
?XQEEG\TIOAIEII% TUI-S|EEDNEW EQQ TABLE TO BE USED. VHEN A NEW STATION |'S ADDED, ADVI SE DPSC AS TO THE EQQ

TABLE 1 - EQQ "SO' TABLE TABLE 2 - EOQ "60" TABLE TABLE 3 - ECQ "70" TABLE
MONTHLY MONTHS COF MONTHLY MONTHS OF MONTHLY MONTHSCOF
| SSUE SUPPLY TO | SSUE SUPPLY TO SUPPLY TO
VALUE CRDER VALUE CRDER VALUE CRDER
12. 0
010 12.0 0-12 12.0 0-14
11-20 9.0 13-24 9.0 15-28 9.0
21-40 6.0 25-48 6.0 29- 56 6.0
41-60 5.0 49-72 57- 84 5.0
61-100 4.0 73-120 4.0 85- 140 4.0
101- 160 3.0 121-192 3.0 141-224 3.0
161- 240 2.5 193- 288 225- 336 2.5
241-400 2.0 289- 480 2.0 337-560 2.0
401-800 1.5 481-960 1.5 561-1120 1.5
801 & OVER 1.0 961 & OVER 1.0 1121 & O/ER 1.0

Indian Health Manual (9-30-86) IN 86.4




MANAGEMENT  SERVI CES

CHAPTERG
SUPPLY MANAGEMENT - CENTRAL CPERATI ONS

5-6.51 continued

TABLE 4 - EQQ "80" TABLE TABLE 5 - EQQ "90" TABLE TABLE 6 - ECO "100" TABLE
MONTHLY MONTHS OF MONTHLY MONTHSOF MONTHLY MONTHS OF
| SSUE SUPPLY TO | SSUE SUPPLY TO | SSUE SUPPLY TO
VALUE ORDER VALUE ORDER VALUE ORDER
O 16 12.0 0 18 12.0 020 12.0
17-32 9. 19- 36 9.0 21 40
33- 64 6.0 37-72 6.0 41-80 6.0
65- 96 5.0 73-108 5.0 81-120 5.0
97- 160 4.0 109- 162 4.0 121-200 4.0
161- 256 3.0 163- 288 3.0 201- 320 3.0
257-384 2.5 289- 432 2.5 321-480 2.5
385- 640 2.0 433-720 2.0 481- 800 2.0
641-1280 1.5 721-1440 1.5 801- 1600 1.5
1281 & OVER 1. 1441 & OVER 1.0 1601 & OVER 1.0
TABLE 7 - EDQ "110" TABLE TABLE 8 - E@"120" TABLE TABLE 9 - EQQ "130" TABLE
MoNIHLY MOVHS OF MONTHLY | #MT|-E OF MONIHLY MONTHS OF
| SSUE SUPPLY To | SSUE SUPPLY To | SSUE SUPPLY TO
VALUE ORDER VALUE ORDER VALUE ORDER
0-22 12.0 024 12.0 O 26 12.0
23-44 9.0 25-48 9.0 27-52 9.0
45- 88 6.0 49- 96 6.0 53- 104 6.0
89- 132 5.0 97-144 5.0 105- 156 5.0
133-220 4.0 145-240 4.0 157- 260 4.0
221- 352 3.0 241-384 3.0 261-416 3.0
353-528 2.5 385-576 2.5 417-624 2.5
529- 880 2.0 577-960 2.0 625- 1040 2.0
881- 1760 1.5 961- 1920 1.5 1041- 2080 1.5
1761 4 O/ER 1.0 1921 & OVER 1.0 2081 & OVER 1.0

Indian Health Manual (9-30-80) TN 86.4 -



MANAGEMENT  SERVI CES

CHAP
SUPPLY MANAGEMENT CENTRAL OPERATI ONS

5-6.5] continued

TABLE 10 - ECQ "140" TABLE TABLEL1l - EOQ "150" TABLE
MONTHLY MONTHS OF MONTHLY MONTHS OF
| SSUE SUPPLY TO | SSUE SUPPLY TO
VALUE ORDER VALUE CRDER
0-28 12.0 030 12.0
29-56 9.0 31-60 9.0
57-112 6.0 61-120 6.0
113- 168 5.0 121- 180 5.0
169- 280 4.0 181-300 4.0
281-448 3.0 301- 480 3.0
449-672 2.5 481-720
673-112 2.0 721-1200 2.0
1121-2240 1.5 1201- 2400 1.5
2241 G OVER 1.0 2401 6 OVER 1.0
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MANAGEMENT SERVI CES

CHAPTERG
SUPPLY MANAGENMENT - CENTRAL COPERATI ONS

5-6.5J LOOK-UP TABLE NO. 10 - STORAGE LOCATI ON CODES

OODE  STORAGE LOCATI ON
B BULK AREA

C COMBI NATI ON - BULK/ SHELF ~ STORAGE
F FLAVMABLE

H HAZARDOUS ~ MATERI ALS

0 OUTS! DE STORAGE AREA

R REFR GERATI ON

S SHELF AREA (BIN)

v SECLRTY VAT

W RANDOM WWAREHOUSED

INDIAN Health Manuall



MANAGEMENT SERVI CES

CHAPTIR 6
SUPPLY MANAGEMENT - CENTRAL OPERATI ONS

5-6. 5K LOOK-UP TABLE NO. 20 - REQUI SI TI ONER FI LES

SBB-STQXLEN
xx X XXX XX
32 CHNLE
32 CHNE
32 CHINLE
32 CHINLE
32 CHNLE
32  CHNE
32 CHINLE
32 CHINLE
32 CHNE
32  CHNE
32  CHNE
32  CHNE
SAVPLE TABLE -
NOTE:

USER
CODE

XXX
050
110
160
161
200
201
202
203
204
460
461
462

NAME

9.0.0.0.0.0.0.0.0.0.0.0.9.0.6.0.00.9.¢

AIM N SUPPLI ES
HOUSEKEEPI NG
DIET SUB A-O
DI ET FORM NI PP
DRUGS

SOLUTI ONS
DRUGS PI NON
DRUGS ROCK PT
DRUGS ROUGH RK
CUTPATI ENT
QUTPT ROCK PT
QUTPT ROUGH RK

USER
LEVEL

MONTHS

X. X
1.5
1.5
1.5
1.5
2.0
2.0
2.0
2.0
2.0
1.5
1.5
1.5

USER LEVEL MONTHS CAN ONLY BE 1.5 MNTHS QR 2.0 MONTHS.

CAN
XXXXXX
3540705
3540711
3540716
3540716
3540720
3540720
3540820
3541220
3541074
3540746
3541246
3541074

SSA
XX
01
01
01
01
01
01
01
01
66
0
01
66

EACH SUPPLY CENTER IS TO DEVELCP TH'S TABLE FOR THEIR AREA USING TH'S FCRWAT,
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MANAGEMENT  SERVI CES

CHAPTIR 6
SUPPLY  MANAGEMENT _ -

CENTRAL _ OPERATI ONS

5-6.5L LOOK-UP TABLE NO. 21 -

SUPPLY  BUDGET- ADJUSTMENT- ALLOTVENT

SUB- STATI ON
CCDE NAME
XX XXKXKXKXKXKXKXX
32  CHNE
32  CHNE
32 CHNE
32 CHINLE
32 CHNE
32  CHNE
32  CHNLE
32 CHNE
SAVPLE TABLE -

SUB- SUB- ACT
CODE  NAME

XX XXXXXXX
01 | HSH&C
01 | HSH&C
01 | HSH&C
01 | HSH&C
01 | HSH&C
01 | HSH&C
02 | HS DENTAL
72 TR DHN

ANNUAL
ACC BUDGET  ADIET
X X, XXX, XXX XXX, XXX
| 400, 000
2 300, 000 |, 000
3 150, 000
4 200, 000 4,000
5 40, 000
9 100, 000
2 50, 000
2 60, 000

ALLOTMENT
TO DATE

X, XXX, XXX
100, 000
75,000
50, 000
80, 000
10, 000
25,000
15,000
60, 000

EACH SUPPLY CENTER IS TO DEVELCP THS TABLE FOR THEIR AREA USING TH'S FORWAT.
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MANAGEMENT SERVI CES

CHAPTI
SUPPLY MANAGEMENT - CENTRAL  CPERATIONS

5-6.5M LOOK- UP TABLE NO. 22 - PROGRAM CODES/ NAMES

CODE NAME CODE NAME CODE NAME
04 PROPERTY & SUPPLY 31 SANI TATI ON FAC CONSTRUCT 50 X-RAY
05 GENERAL  ADM NI STRATI ON 32 ENVIROMVENTAL HLTH SERV 51  LABORATORY
07 PROCUREMENT & OONTRACTING 33 RENAL DIALYSIS 52 ELECTROCARDI O OGY
09 PROGRAM  SERMVI CES 34 DI ABETES- MELLI TUS 54  ANESTHESI OLOGY
11 HOUSEKEEPI NG 35 CGENERAL MEDICAL & SLRACAL 55 R
12 LAUNDRY 4 LINEN 36 OB/ GYN SERMVI CES 56 OB DELI VERY ROOM
13 LI BRARY 37 NEVWBORN  NURSERY 57 RESPI RATORY THERAPY
14 B & G MAINTENANCE 38 SPECI AL CARE -UNITS 58 PHYSI CAL THERAFY
15 BIOMED ENG NEERI NG 39 ALCOHCLI SM SERVI CES 59 OCCUPATI ONAL THERAPY
16 DI ETARY-KI TCHEN 40 MEDICAL | P SERVI CES 60 AUDI QLOGY
17 MEDI CAL  RECORDS 41 PEDIATRIC [P SERVICES MENTAL HEALTH
18 NURSING ADM N 42 CRTHCPEDIC |P SERVI CES 63 CLINCAL DIETETICS
19 CENTRAL SUPPLY SERVICE 43  CPHTHALMOLOGY 1P SERVI CES 64 PUBLI C HEALTH NURSI NG
20 PHARMACY 44 ENT 1P SERVICES 65 HEALTH EDUCATION
21 SO AL SERVI CES 45 SURGCAL |P SERVICES 67 COPTOMETRY
24 INSTI TUTI ONAL ~ SANI TATION 46  QUTPATIENT  SERVI CES 68 DENI AL
25 TRANSPORTATI ON 47 EMS - RESPONDENT/ TRANSPCRT 69 CHR
28 DATa SYSTEMb  CPERATI ONS 48 EMERGENCY ROOM SERVI CES 70 MATERNAL & CH LD HLTH
29 PERSONMEL  QUARTERS 49 ANCHAT 94 SCHOOL CLINI ¢ NURSE

AREAS MAY ADD PROGRAM CODES TO THI'S TABLE. ADVI SE HEADQUARTERS SUPPLY BRANCH CF ANY ADDI TI ONS.
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